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Office conveyor belt speeds 
up for American Airlines System, 
tdia Field, New York 


eo  Gaheae cae 5 ae eee ee ee oo Mi ee ne es an 
- "9 = Lok dg ; °% e = gets > . Ei Es z Ss ieee: ae ca a oe ee a om ae Z = as ce 
J S:. ae Rae ic = sopeers iene aaNem * bitin “te iar bcs - ae rte: : J gages % ipa Px, a gh ie ; . om hs %, « ; 
Be. re ro TEs Re i arama gaa i ee ee a e es pe J : 
6 ‘ | 
| ] Z | 4 
aeAr : s ‘ 
. ae : “! we ae, oT eo ae Ni oes ars 2 ® 
: 2% ; a 5 - i ied ee ‘ 
ve oi. toe oa _ Sonn a 4 * ie 
> ian a « 
4 ee — % a ae oe a’ Fy ae, 5 ee foe ‘ 
ae at 8S, mee i, sy : : ee i : y 
Bi if V4, aa 0, Y ’ 
= iil . — a pare Fe! 
: ee. 4 wind ies ee OS a ‘ , = y 
6 g — a ete oreo Bee ———— mac aecilte : — >. oe 
{ cau - MIRE tie ! ae : fare 
* oo6 20a 4 raat iis Sy sulted % oe vi ir er ag bai 5 ¥ ae : sel ae i £ 
ea tar , +H a a Ja TAR aSege ae ar ———— = (ee 
ae 4 Fo Pie « mania pe F onh Aaearae ed, fa sie ibe _ Pee ee ee 
1, ame Ne Sha. 8 a ik PL oA. Vi Mea me naa stn a ae ae Foes iste on * ; ‘= ; 
Warn aan S| A ‘a8 thet — she to pabi..,roncnebbanae ae 7 eal a aaa tell at a a 
A ey ui . as H rag Wag rane Baus VAbites Porat ay § 7 i 7 ny oe . e et 
DY. ee ge NY BBits: Re es vp SeRORe Cs ohh 7. Perpts Pre - ' * . : ey ‘ 
ae art : ~88e8ea Nan h heer Soa ts Fd ents K arr ah _ : 
Van as SO i) cme eh ees WOMEN soe Reese : BS 
aS (maa Lee To Eo N =i} een. ie Rete aA ey 
Come | Selle A Bremen | \ toe atl mek + |i . . 
ee safy test Ruse s) recess Seana ge 
Ae) 1A 1d i) x a 4 ‘ ya 3 “4 bos 
f Wa WA ene ee Sete |. | eS BS Ae Sa es 3 Wy ss . . © yes 
’ : i : Mes, ee 
. — | ee ay ‘ 4 --  ®. & e P ae ae 
a L. = F + . Sin gaee ie id . ; 
me Nw ino " atte, —_ Be a a) s ' ey d 
#* P F iP : ‘ i * P| - - hae | a f ‘best ee 
3 eo _. ‘ y , eT dn Be 7 
tA e - ‘4 ? Lf , ! Om : 
— TESS : x es : >, r —* , 5 . 
#1 1. Seer = \: . ao A CI Z > <= 
2 a4 \ — a : = a - - — * en ~ 
> « a YS Se 1 . es ~ < fa % on ~ 
f x . re * ae , ~ » 
= ey ra ng Oe ne | 
~ { + : » 7 . , _ “ 
f — ' ' “ugh a wi —e ee ¥ 7% én 
ow . . a = -— * x me ky, = ; 4 
= ——- Be -_ es fs. oe a \m 
7 fo ae ~ ae = ~ . 
, rae ak 4 S = — 
< = co Vi eS o » _ = a 
‘ke > n . 
me: 2 Ips a eae @ : LA = = — ae 4 
¢ a ts —— Pe yi ~_ j ] 
: « : » ‘ ¢ : — 4 
4 e ‘ _ = ‘> > j 4 
ae 6s , ~~ Saal o a oo as af ~ 
ms ¥ if wi a an > : —* «& , - f " i 3 = a — ’ a : 
‘ " ee.) i Py ‘ ~ - qi 2 fy 
a ae oe F oe “4 rT. =~ = 
PF Boa .\ ao 4 = j be 4°  ™e So ad : J / 
* se -f * . 4 a ee , - Cs Pi: iy 
%... ’ ? : Rice) x , _~ ? 
+ ae a b 4 = ey = e ' 
“a ‘> i ere ie =. ~~ —s 
’ : \> e ee (SS ——% 
Check and pass on ‘ > 2s ~ = 
— a et ere ero es a0 % d 
fs — s = a ae . ee. = : 
= i ae, Z oe Pox 4 - 
gs) a ets t 7 ‘ } ee ». i ae 
4 ee ek. * ae - oa ‘int 
3 = ff es ee Ce a SO 
a } aa eee ae el a - gy ee pore 
Y oe ee 2 ae a aa ? i, a Oe ‘ 
& 4 a ae a ei ee 4 : Ee a Be oS oe, 
mm fee FFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 
© of 0 + 2 
EE ee ll a he | ee REay ee = ae 
ee ; ) Gi eae a Cee ek eee Poe. ae ge 3 ae ee 
Sa lll ey . og nl - gem ad a, me PA i. 7 pei 4 ti oc eee. 


SW, 4 Chou ds 
have lifted... 


= year—at the Holiday Season— 
our good wishes for you do not need the 
reservations we have had to make for the 
last few years—years that have been long, 
hard war years for all of us. 


PEACE has again been won,—the 
PEACE for which we have fought and 
sacrificed so much. 


Let us rejoice and revel in the great- 
ness and glory of that PEACE,—and 
may that rejoicing help to heal the scars 
and burdens that many have had to bear. 


Neva-Clog’s wish at this holiday 
season and for the coming year, is that 
all of the good things in the world may be 
yours, 


PEACE — PROSPERITY — 
HEALTH and HAPPINESS 


NEVA-CLOG PRODUCTS. Inc. 


BRIDGEPORT. CONN. 
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Timely, Quality-Writing Carbon Paper for 


AUDITORS’ REPORTS, FINANCIAL STATEMENTS 
AND ALL OTHER PERMANENT FACT-AND-FIGURE RECORDS 


[ FOR PRESIDENT OR 


FOR FILE BY 
CHAIRMAN OF THE BOARD 


ACCOUNTANT, 


AUDITOR 
ORIGINAL COPY OR C.P.A. 


ort (RRPOoRT 


Original and carbon copies are all gems of the same 
beauty and dignity, identical in color and sharpness. 
And specially matched in tone and color, are typing 
impressions from Columbia Classic Typewriter Ribbons, 
superbly suited for “companion typing” with Account- 
ant's ‘Special’ Carton Paper. Ask your dealer or the 


Columbia sales office nearest you for prices and demon- 
stration. 


COLUMBIA iota 
RIBBON & CARBON MANUFACTURING CO., INC. 


Main Office & Factory: Glen Cove, L. I., N. Y. | 


NEW YORK e KANSAS CITY, MO. e CHICAGO e NASHVILLE @ MILWAU- hs 

KEE @ MINNEAPOLIS @ ATLANTA @ DETROIT @ PHILADELPHIA @ PITTS- i 

BURGH @ PORTLAND, ORE. @ CINCINNATI, Harris-Moers Co. ! 
Also: London, England; Sydney, Australia 
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A STATEMENT OF POLICY ON RESUMING PRODUCTION 
OF STEEL-AGE OFFICE FURNITURE 


We at Corry-Jamestown have ever sought to build 
quality into Steel-Age office furniture. It has always 
been a Corry-Jamestown policy to combine outstanding 
materials and experienced workmanship in our produc- 
tion. It has worked to the decided advantage of our 
customers, our dealers and ourselves. 


We have resumed civilian production of Steel-Age files 
gaining momentum each day at a rate which could 
only be slackened by a shortage of any materials that 
might result from the tie-ups in the national economic 
theater. 


As soon as conditions permit, we will market our new 
line of Steel-Age products distinguished by many 
improvements in styling and construction. 


It is our policy and plan to hold the confidence and 
good will of our customers by holding rigidly to the 
quality standards for which we have always been 
known, 


OFFICE MANAGEMENT AND EQUIPMENT 


We believe that our customers will agree with us in 
wanting it that way. 


DAVID A. HILLSTROM 
President 


December, 1945 
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DUPLICATOR 
INKS — 

. 

DUPLICATOR 
SUPPLIES 


CORRECTION 


GREETINGS 


RED FEATHER sends holiday greetings to all their 
friends with the fond hope the Yuletide Season will 
bring happiness to each and every one. 


1946 will bring many changes... changes in methods 
. -. changes which will show progress. We at RED 
FEATHER pledge ourselves to keep pace with 1946 


and the changes to come. 


We will continue to create new products for the 
betterment of stencil reproduction and to improve 
whenever possible existing items, with the skill and 
know-how of many years of experience. We pledge, 
too, that quality of manufacture will continue to be 
bred into every product... RED FEATHER’S reputa- 
tion will continue outstanding in its field of operations 


RED- FEATHER PRODUCTS up 


_-- REDWOOD CITY + CALIFORNIA 
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@ Put away Webster, Professor, you won’t find “A-S-E” 


listed there. But thousands know that A-S-E is the trademark of the 


All-Steel-Equip Co.—makers of a dependable line 
of files that’s famous from coast to coast for durability 


and smart good looks. 


A-S-E Aurora Files—America’s luxury line—have smooth- 
action drawers, improved locking mechanism, rugged heavy-weight 


steel construction, trouble-free follwer (on hand moves it 


easily and smoothly) . . . and extra filing capacity— 


actually 26!/ inches of clear filing space. 
, Write today. Let us tell you more about 


A-S-E Aurora Files . . . the quality line that’s backed 


a by more than 33 years of engineering experience We also manufacture 
: a complete line of steel 
storage and wardrobe 
cabinets. Write today 


for full information. 


in the production of precision products. 


ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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OFFICE SPECIALTIES 
READY FOR DELIVERY 


@ Sunruco Rubber Furniture Shoes protect fine floors, rugs 
and floor coverings against gouging, marring and spotting 
. .. prevent skidding on marble surfaces. 


Made of specially-compounded, high-quality synthetic rub- 
ber, they possess better all-around aging properties . . . resist 
deterioration on oiled floors. 

Reinforced with enameled metal insole for extra strength. 
Packaged in sets of four. Both square and round designs 
available in brown color. Eight sizes priced as follows: 


No. 1 14g” Square $0.75 per set retail 

eee No. 2 114” Square .75 per set retail 

| No. 3 154” Square .75 per set retail 

\ No. 4 134” Square -75 per set retail 

No. 5 1%” Square -75 per set retail 

2 No.6 2” Square 1.00 per set retail 
r No. 11 15%” dia. Round .75 per set retail 
& No. 12 214” dia. Round 1.00 per set retail 
@ Sunruco Rubber Desk Guards, placed at contact points of 

desks and other furniture . . . prevent corner surfaces of 

furniture from becoming scuffed and splintered . . . protect 


office workers’ hose and other clothing. 

Made of specially-compounded, synthetic rubber . . . a 
strong, tough composition that holds its smoothness and 
texture. 

Packaged one pair to a box, with brads for fastening to 
furniture. Available in brown color. Three styles priced as 


— follows: 
IIT No. 1 6” length, angle style $0.50 pair retail 
No. 2 20” length, angle style 1.00 pair retail 
No. 3 6” length, curved style .50 pair retail 


@ Sunruco Rubber Chair Protectors, placed at contact points 
of chairs, prevent them —and desks and walls as well — 
from becoming scratched or otherwise marred. 


= Molded of specially-compounded, high-quality synthetic rub- 
ber to withstand long, hard wear. 


Produced in three specially-contoured sizes . . . No. 1, for 
corner edges of the seat . . . No. 2, for chair arms . . . No. 
3, for upper back surface of chair. 

Available in brown color, with brads for fastening to chairs. 
No. 1 Narrow style, 6” length $0.35 pair retail 
No. 2 Wide style, 6” length .50 pair retail 
No. 3 Narrow style, 12” length .25 each retail 


Order from your dealer for QUICK delivery. If you find 
LS a shortage of furniture shoes this will be remedied soon. 


which we recently announced, are goin 


\ NEW STYLE SUNRUCO FINGER PADS, 
like wildfire. Have you placed your order: 


THE SUN RUBBER COMPANY 


UhRPFPUCO 


“BARBERTON: OHIO: 
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CULTIVATE POSTWAR BUSINESS 
BY SELLING YOUR CUSTOMERS 
THESE BETTER STAPLES... 


“s 


DE p wike 
precisiON-MADE + ROUN 


@ In a Branded Package—easily identi- 
fied and remembered—backed by manu- 
facturer’s guarantee 


e 100% Round Wire—resulting in smooth- 
er penetration — eliminating the excess 
lacquer which collects on flat staples 
causing clogging 


@ Precision Made—guaranteeing uniform- 
ity and full count 


e For use in any standard machine 


¢ Advertised Nationally* on a scale sure 
to develop a great demand by name 


*SWINGLINE Advertising has been appearing, and will appear, in 

LIBERTY. COLLICR’S, NATION'S BUSINESS, BUSINESS WEEK. 

ain NEWSWEEK, FORTUNE. ROTARIAN. KIWANIS, PATHFINDER. THE 

) SHELL OFFICE, PURCHASING. MODERN INDUSTRY, CHAIN STORE AGE 
a (Administration Edition), OFFICE MANAGEMENT & EQUIPMENT. 
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Ready Now 


BROWNE-MORSE 


STEEL FILES 


Better-than-ever Browne-Morse quality, mass produced 
with modern facilities. This new Browne-Morse file is 
designed to fit the spirit with which American business 
faces the development of peacetime markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 
for office equipment designed and built to meet the de- 
mand of the forward looking business man. Check the 
features of construction and operation listed below which 
make this Browne-Morse file the best engineered in its 
price range today. 


Send for new folder “Browne-Morse File Facts” 
giving complete information on Browne-Morse 
Steel Files. 


ie ens wakitee Vacdensd collec, permit inserts to be made in a few 

roller bearing equipped for a positive minutes. All-welded steel frame creates 

free-floating action. Extension arm is a solid, rigid unit. Positive action 

ribbed, providing a minimum drawer — drawers easily taken out easy adsaatan 
surface for frictionless opening A Automatic locks can 5 hcp tool 


-_— het 
ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 


MUSKEGON Browne-Mborse MICHIGAN 


For over 37 years, manufacturers of high quality 
files, desks, chairs, filing supplies, safes, special counters, cabinets and office forms 
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Retail 
Size 12 sets and up 


Letter, A-Z $3.00 per set 
Legal, A-Z 3.55 per set 


Invoice, A-Z 3.00 per set 


@ Constructed of best 30-pt. red 
pressboard 


@ Definitely first in quality and long 
service 


> © | diate Deli 
a yy mmediate Delivery 


945 December, 1945 


ee, a a a > a ee eR ee Pen ee Bel: ae See 
a - a |. = Se oe ee oa 
, is . ann e 
: a eee EF fee a ; 
. % os . . 
4 4 ULE. : 
= | 
“7 Bs : - 
a “ : Reg. U. S. Pat. of ¢ 
|. “a 
: fi : 4 
_ tisted in totest 1940 aaine, | 
a Ve a? oer, 
—: \ oe Nees " eee = fe 
Amberg ~ — aoa 
, 1617 Duane Bivd., Kanakee, il. 
—_ ——A4 
OFFICE MANAGEMENT AND EQUIPMENT LE 
ene 4 on oo) a ————— a . =. _ imi Bars be : : . 3 : | 
be i saa a cee oot et : 4 9 a a ope ea ? bee: Sola wa ole sa 
a he se ae fi i ee a nS i ieee ed = 


bev 


; 

1 

| 

| A Do/More Seating Specialist 

| fits the chair to the user and 

| her work .... he explains 
why she shouldysit right, and 
shows her how to sit right. 


Personalized seating service, 
and custom-fitted Do/Mores 
for Top Executives and their 
associates. 


As scientifically applied . . . 
Do/More Industrial Seating 
retards fatigue and helps 
Your secretary . .. clerks production. 
and other office employees 
will find added comfort and 
an easier day sitting the 


Do/More way. : — 


@ Properly applied seating can contribute much to an 
employee's physical well-being, production and morale,— 
but the mere providing of a good chair alone seldom pro- 
duces the desired results, and here’s why . . . 

Surprisingly few persons know what benefits they may 
expect by sitting in good posture. Fewer know how to sit 
at work to retard fatigue. Still fewer are adept at fitting 
a chair to themselves and their work . . . 

That's why Domore offers the services of specialists 
instructed in all phases of posture seating. A demonstra- 
tion on your own premises under actual working conditions 
is available without cost. ES 

Write for folder D71 and address of nearest Do/ More agency ee ee 


DOMORE CHAIR COMPANY, INC., DEPT.1224ELKHART, INDIAN. 


DO/MORE ‘<rnvice. 
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December, 1945 


There’s a NEW TOUCH, a NEW ACTION in the NEW REMINGTON — 
the sweetest running typewriter you’ve ever used! Developed by 
Remington Rand research, perfected by Remington Rand engineers, 
it puts at your fingertips a Personal Touch more sensitive, more uni- 
form, an action that’s faster, more streamlined than ever before 
conceived. A new touch that’s instantly changeable to your desire—a 
new action, swifter than the fastest flying fingers... here are the two 
features most wanted by every typist, and built into a typewriter as 
only Remington Rand craftsmen know how to build them. No wonder 
more Remingtons have been sold than any other make! No wonder 
Remington Rand is the FIRST name in typewriters! See for yourself... 


phone your nearby Remington Rand office or representative ...today! 
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of the Famous Empire 


STEEL FILES 


and 


STYLE-MASTER 
STEEL DESKS 


The years since Pearl Harbor were long 
years, but years filled with the greatest 
manufacturing accomplishment ever 
experienced. Now reconversion opens a 
new era of accelerated production for 
civilian needs. 


Major items are now in rapid production. 


xk *& 


Finished in attractive Original “Y and E” 
Neutra-Tone Warm Gray which re- 


duces light absorption 300. 


YAWMAN»»? FRBE MFG.(. 


1045 JAY ST., ROCHESTER 3, N. Y. 


“Foremost for More Than Sixty-five Years” 
December, 1945 
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**...one when you keep seeing someone 
or something you know? Starting a 5-gal- 
lon cruise, I run smack into my little friend 
in (of a// places) Pop Bailey’s filling station. 
Seeing me wide-eyed, Pop says, “That Victor 
Portable adding machine figures my daily 
reports, checks invoices, balances pumps’ 
... (maybe he thinks all this C.P.A. shop- 
talk is over my head!) 


“The hotel room-clerk catches me staring, too. 
Patiently (and too darn smugly) he confides, “We 
use several of these portables for departmental ex- 
pense breakdowns (that was supposed to floor me!), 
front-office accounting, steward’s inventories’... 
(it’s all I can do to keep from knocking his eye out 
with the ‘music’ I can play on those keys.)” 


“Back to the ‘mines’ again. 
Look! Here’s my wonderful 
little Victor (did I really leave 
home?) and it’s all set to bat the 


business breeze with right an- 
swers—wherever I go. And this 
time I mean anywhere in the 
office. We don’t queue-up and 
take our work to the machine 
around here. We bring a Victor 
to the job!” 


Soon, Victor Adding Machines of all types for both elec- 
tric and manual operation will again be available. And 
they'll be better than ever by reason of the manufacturing 
experience we've gained in getting right answers for the 
Army in high-altitude precision bombing, in our being 
a wartime prime contractor on the Norden Bombsight. 


VICTOR ADDING MACHINE CO. 


3900 North Rockwell Street * Chicago 18, Illinois 
Manufacturers of the Norden Bombsight for the U.S. Army Air Forces 


They're PORTABLE . . . in either 10-KEY 
or FULL-KEYBOARD models! 
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A BRAND NEW 


ALL STEEL 


FILE 


TO PRODUCE 
BRAND NEW PROFITS! 


=i 


SI 


PL Me me Sees ee stepmom tem 


HANG-A-FILE is the complete filing unit business 

has been waiting for. Here is streamlined filing 

o—aeithiemee efficiency at an attractive price. Recommended 

Conglote pith 2 tench top _auides. ~ for countless users: correspondence, shipping 

i which rests on two guide rails. orders, shop tickets, bills, orders, invoices, etc. An 
4 All metal file, caster equipped, finished in olive green unprecedented opportunity for users everywhere 
enamel. Width 13/2", Depth 18", height 27". because there is a tremendous need for HANG- 

Shipping Weight 33 Ibs. . . . Packed 2 to carton. A-FILE equipment. Write, Telephone, Wire. Don't 

a i oo ee miss this opportunity to boost your filing depart- 

COMPLETE $1 5.50 ce. tist ment efficiency. Complete information on request. 


q pe -ooeer ee 


Louis H. Farber 


OFFICE FURNITURE * SCHOOL EQUIPMENT 
30 EAST CONGRESS STREET, Phone WEBster 3217 CHICAGO 5, ILLINOIS 
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QUALITY : 


s synonymous with 
SPEED-O-PRINT 


You are assured of quality if you choose 


Speed-O-Print duplicators and duplicating . 


supplies. And that’s because they conform to 
the rigid specifications that quality stands for 
... the faithful and relentless adherence 

to this threesome: topnotch materials, 
workmanship and design. Performance 
tells... quality is as unmistakably 
Speed-O-Print as the will and ability 

to progressively serve. PES ep 


SPEED-0-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILL. 
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with all the advantages of 
ring binding .. . plus new economy 
and new features. 


Here is a new type of loose leaf binding with closely 
spaced rings for extra protection against sheets tearing 
out. It is strong, but light in weight . . . opens, closes, and 
handles easily . . . grips and holds sheets of all kinds 
securely. Great for today’s thin paper! 


The applications of “NUMER-RING” in days to come 
will be many and varied . . . catalogs, price lists, data 
books, manuals, visible, ringbooks, pay-roll books, and 
a host of others. Meanwhile it is becoming available in 
stock covers and can be “tailor-made” in an assortment 
of styles and materials to meet your specifications. 


ASK YOUR STATIONER 


Staggered rings make sheets Neat in appearance — light in Closely spaced rings for extra Ring arrangement allows sheets 


turn without friction and sim- weight. Price comparable to protection against sheets tear- to be assembled with visible 
plify insertions. Equipped with least expensive loose leaf ing out. Contents lie flat when margins. Light gauge rings with 
an easy-opening device. mechanisms. binder is open. accurately matched joints. 


A PRODUCT OF NATIONAL BLANK BOOK CO., HOLYOKE, MASS. 
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When an Ace Stapler clicks a tiny piece of 
wire is driven out, penetrating and securely 
fastening, up to 40 sheets of average weight 
, paper. But, did you ever stop to think how 
these staples are made. . that they must be 
tempered just right..that they must be 
rigid enough to prevent buckling yet not so 
highly tempered to cause them to break. 


Long agd Ace Engineers developed a 
process which gives Ace Staples the exact 
degree of hardness and rigidity. To accom- 
plish this engineering feat the grain of the 
wire is compressed on two sides, giving 
greater tensile, penetrating strength on the 
outer edge just where it is needed most. 
Hand inspection insures accuracy and per- 
fect alignment. 


SOLD THROUGH DEALERS EXCLUSIVELY 


x 


steel wtre. 


FIG. 2 shows the ALL-ROUND steel 

wire ne 4 being.treated by the Ace A 
rocess. This gives maximum stren, 

° ae y , 


on the outer edge where it is 


'° 


FIG. 1 shows a cross section of an 
ALL-ROUND steel wire. Ace uses 
only the finest quality, precision 
made, accurately drawn-to-size 


« CHICAGO 


- : >. @ . 7 ‘ a Es . ze 
ah Ee AA ae, — . 
; ; 
TAPLES Tm 
mm waAKkiN fon eNCINES1S lll 
| OR pRECIS _— 2a ~ “af | 
ee 308 FUP — | | 
0 ee KXXXIYD \ | 
| — 5 OE 
: sSoccueues mnt 
@eeereree es ee \ 
| ypeeeoeooor \: 
Sees eevee oa 
‘ SY a 2a 
ae - , 
SSCCCOCCS : | 
OOOO) : 
LX XXXXXIKN % | 
| yoosoceeet 4 
1 ee CY l/s | 
eek Cr 
: ; 05% r a4 
| | he . 
' ; eee him 
| > A sie bes Pi 
=. aa Mm ACE CLIPPER ) 
1 es: >a i a. 2 ae” FT | 
tp Ss ZA ee es) d J 
ie f sd ae yy Zip ¥ : i 5 ‘ ieee opty “i " lo: i 
| | ) | ) A a | " \ 
re AA ted j} 7 * LOAL wen 
a ; 5 Machines fer Purse and P. ; <ams- 
ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE | . 
| 
4s December, 1945 OFFICE MANAGEMENT AND EQUIPMENT 19° | 


/M GETTING AN 
AUTOPOINT PENCIL 700, 
WHEN MY DEALER 
RECEIVES A SHIPMENT 


My AUTOPOINT" 
PENCIL WRITES AS 
G00D AS IT DID 

10 YEARS AGO 


You Can Get AUTOPOINT Pencils Again 


Now you can equip your employees 
with “Autopoint” Pencils. Now you 
can save money—save time—save dis- 
positions. No more time wasted shar- 
pening pencils. You buy a pencil for 
— After that you just buy 
lea 


And every lead in an “Autopoint” 
Pencil is used down to the last 14th 
inch. The “Autopoint” Grip-Tite Tip 
holds leads so firmly—without wobble. 
turning or falling out—that waste of 


time and lead is a thing of the past. 

It takes but a jiffy to replace a lead 
in an “Autopoint” pencil. It’s a breech 
loader. The lead is inserted from the 
rear. The plunger feeds it as needed. 
The “Autopoint” mechanism is so 
simple—so foolproof—so absolutely 
reliable that users call it “the ever- 
lasting pencil.” 


Write us for details regarding Auto- 
point Pencils for organization use. 


BUY VICTORY BONDS—AND HOLD THEM 


TRADE 


MARK 


BETTER PENCILS 


LEADS 


For remarkably 
smooth, easy writ- 
ing use “Autopoint” 
leads. Available in 
“Real Thin”, Stand- 
ard and Thick sizes, 
in different degrees 
of hardness; also in 
colored, copying 
and indelible, 


AUTOPOINT COMPANY « 1801 FOSTER AVENUE, CHICAGO 40, ILLINOIS 
OFFICE MANAGEMENT AND EQUIPMENT. 
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hins up. eyes ahead, trust in Goa— 
have faith in the future and Christmas 
will be one of hope and glory. 


MITTAG & VOLGER, INC., PARK RIDGE. NEW JERSEY 
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utocopy Gelatin Rolls are ren- 

dering dependable service under 

the most adverse conditions— 

the steaming jungles of Mindanao 

—according to word received 
from the Philippines. 


It isn’t just luck that enables AUTO- 
COPY ROLLS to reproduce clean, bright 
and perfect impressions—consistently— 
whether it be in the tropics or in the arctic! 


This dependability is due to 25 years of 
intensive research that culminated in an 
exculsive formula, and to advances made 
in manufacturing techniques. This com- 
bination met the demands. of war, is now 
meeting the needs of peace. 


Little wonder that AUTOCOPY Gelatin 
Rolls are “standard” with many of the 
nation’s largest users of duplicating equip- 
ment. 


AUTOCOPY GELATIN ROLLS 
AVAILABLE FOR ALL MAKES OF DUPLICATORS 


WRITE FOR 
LITERATURE 
AND PRICES 


- 4 : 
~ CHICAGO 10, ILL. 
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“=~ This is not a picture of a bomb-hit. It's a 
picture of reconversion. Out of this mess will 
+ come America's most salable, most profit- 
* able line of modern office furniture. Gunn 
invites your cooperation in presenting its 
post-war line to the American business man. 
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4 You don’t have to gaze into a crystal ball...nor even 
read the stars .. . we'll tell you—not all—just this 


much ... mew ideas... new developments... new 


materials will all combine to give our customers a 


new plus to the advantage of looking toa special- 


ist for their ring binder requirements. Yes... three- 


quarters of a century of specialization continues to 


grow with every up-to-date advantage. In the mean- 


time, contact your jobber for your present needs. 


FELDCO Loose Leaf CORP. vince’ niinors 


NEW YORK - 25 CENTRAL PARK WEST - PHONE CO-5-0282 « PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO + PHONE DOUGLAS 8563 
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An Old Town’ Exclusive Franchise. 
~ Means Perfect Team Work | 


We pair up with you . . . we pull our share of the load . . . 
we help you plow your territory broad and deep . . . YOU 
reap the benefit of more sales . . . and we have a permanent 
loyal customer in YOU. 


‘ 


* An Old Town Old tom is a complete line under one tested, respected 
Exclusive Franchise _ quolity trade mark! 
Means: » - Ribbons and Carbons for every use + PLUS Spirit Duplicating 
PROTECTION: You are the only Carbons, Master-Units, Dupliforms, Copy Paper, Duplicating 
Old Town dealer in your area. All Fluid. 


orders go through YOU. 


PRODUCTS: A more complete line, _. 0 . . 
simplified, grade-marked and Write, wire or telephone to see the Old Town representative 


nde-conded. who will tell you exactly how we team up with you for bigger 
PROMOTION: Hard-hitting dealer business. 

helps. Local selling aids. Consis- 
tent magazine advertising. 
PROFITS: Priced right to give you 
liberal margin of profit. Quicker 
turnover of compact stock. 


) 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


Sales and Service Everywhere 
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For Easier Faster, More 
: Accurate Acc 


Treat Your 


ounting Work 


Today’s overworked accountants need every help in doing their job 
easier, faster, and more accurately. That’s why it’s important to have 


the best of ruled forms—MASTER-CRAFT “Sight-Saver” Forms. 


MASTER-CRAFT forms are pen ruled in soft brown and green, a 
harmonious combination of nature’s own colors. This “Sight-Saver” 
ruling is particularly restful to the eyes because figures stand out clearly. 
MASTER-CRAFT forms also have a special non-reflecting surface that’s 
built into the paper at the mill. This “mat” finish is ideal to write on 
and erases perfectly, yet it reflects no harsh, unpleasant light glare. 
Writing stands out stronger and blacker. 


See these MASTER-CRAFT “Sight-Saver” Forms at your MASTER- 
CRAFT Dealer’s today. Try them in your own accounting depart- 
ment. You'll be amazed at how much easier and pleasanter “Sight- 
Saver” forms are to work on. 


Master-Craft Corp., Kalamazoo, Mich. 
Division of The Shaw-Walker Co. 


MASTER - GRAFT 


Loose-Leaf Systems 
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Merry Christmas! This year the old but ever new greeting again 
expresses full happiness and Yuletide joy — peace on earth, 


good will toward men. 


Here at Allied we rejoice with you that 1945 has brought victory 
oe and the return of peace. With you, we hope that never again 


oe will the world face another war, won at such incalculable cost. 


And we are determined to do our full share toward the attain- 
ment of that true and lasting peace built on tolerance, under- 


standing and mutual respect. 


A {| EN ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 
165 DUANE STREET NEW YORK 13, N. Y. 
CARBONS & RIBBONS Manufacturers of Quality Carbon Papers and Inked Ribbons for 37 Years 
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LIFT YOUR OFFICE TO A HIGHER PLANE 


with 


G-F RIGID FRONT FILES 
50 Series 


— —— ae 


F 50 Series Rigid Front Fie Now Availablé 


HIRTY-FIVE years’ experience in manufacturing 

the world’s finest steel filing equipment is incor- 
porated in the G-F 50 Series—used and preferred in 
thousands of business offices for easy operation, un- 
usual ruggedness and durability. The 50 Series com- 
prises a complete line of 3-, 4-, and 5-drawer rigid front 
binets of full 28” depth. Used with G-F Super-Sys- 
tem, this file affords a simple, efficient means of safe, 


tconomical filing at low lifetime cost. 


December, 1945 


See the 50 Series Rigid Front File now on display at 
G-F Dealers and Branch Offices. Write for complete 
catalog of G-F metal filing equipment. 


Net ere oP DISTT OBES 
Nee s 
— 


THE GENERAL FIREPROOFING CO. 


YOUNGSTOWN 1, OHIO 


ETAL DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING CABINETS + STEEL SHELVING - FILING SUPPLIES + STORAGE CABINETS 
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and WORKING CONVENIENCE! 
O 12 GAUGE §TEEL 

Eppe PACKING AND 

WORK TABLES 


ALSO 
Heavy Duty Bench Legs 


NO. 850. An Arc Welded Rigid 
Assembly of 12 Gauge Steel. 
32/4," High x 28" Across Top 
hua. These Steel Bench Legs are 
very popular and may be readily 
bolted to steel or wood top. The 
assembly is solidly welded into one 
unit making strong, rigid Bench 
Legs. Upright members and top 
are 2" x 2" x 12 gauge steel angles. 
Boards may be laid across bottom 
brace thus forming a bottom shelf. 


NO. C-857-6. Long life. Easy to clean e 
No cracking, splintering or gouging e No 
maintenance cost e No fire hazard e 
Utmost convenience, design, durability. 
34" High. 28" Deep. 42" or 6 ft. Long. 
Olive Green Baked Enamel Finish. 


MAN SIZED EQUIPMENT FOR MAN SIZED JOBS 


STOCK CARTS 


HEAVY GAUGE ? =—— ~ 
STEEL | 


NO. 1170. No place of business should be without 
as many of these units as will do a complete job of 
moving parts and merchandise from place to place. 
Heavy steel construction with 12 gauge uprights 
and 16 gauge trays, strong and rigid. Large 5-in. 
composition rubber tire wheels, stationary in front, 
swivel in rear, providing easy portability. 


4s 


, a 
by JANITOR WORK Baked Enamel (MM < Ciena 
st MAINTENANCE WORK = 4 tire wheels 


Write or Phone for Literature 
Phone: Aurora 9232 


AURORA, ILLINOIS 
DIVISION OF AURORA EQUIPMENT COMPANY 


—t o —_ e-:-lc(<éié‘ wl: Ll UCU 
oe) 
ate es or a 7 ee ————— s - ——- aaa ane? Vv 
| ee 
a 
S a 
- O ee 
= Sa : a as: as 
. see e — Pe: so oe = ie © sl 
, > a ~ i — — i By. ee a . as 
: i 4 ” 
: 3 = — 
h 4 j ae Cpe ae Ai ae 
ae: > | ’ i Be al _—. = i are x 
eae ~ t , > — 4 Re oo, Bsr = ae 
— KX » * PICKING ul & ee mae Gl : 
| be ORDERS 00% 0 I - Se a 
_ 7 oo" we ih? a © a eee le 
2 ke gto gs os a | Fee. 
af co, ws ~*~ ae g 
ce ‘Stheaa <s gt - ihe ome ig one a ieee ( ¥ 
Z ( “ng x - , a 
. \, gi # VAULT pe No. 1170 x 
al [eee =TRUCKING 36" Long 
i = 341/," High | a” 
3 
; 
f ee 
ca O i th\\ ee, 
ae aE 
; My aH} 
a \ YEAR) == 
ay == 
“<= Dec 
a i: R — - car eS os geese fd ee ae a: nn. eee. 


December, 1945 


“Our NIAGARA will do it!” 


What happens in your office when such a last-minute rush 
job slips up on you? If you have a NIAGARA duplicator 
you can be as cool and collected as this secretary, for your 
NIAGARA will turn out 250 copies a minute. It’s the 
world’s fastest duplicator! ‘ 


The NIAGARA is automatic and effortless. Switch on the 
current and relax while you watch clean, legible copies stack 
up faster than they would come from a printing press! No 
frequent stops to change stencils—synchronized speed of 
impression roller and drum makes stencils last longer, 
because there is no “drag” to tear them. 


Simple adjustments enable 
you to use many sizes and 
types of paper. Copy cut off- 
center can be moved up or 


down to the right position 
on the page. 


No duplicating job is too exacting for 
the NIAGARA. Hairline registration...an 
exclusive, patented NIAGARA feature... 
gives you almost unbelievable preci- 
sion. Ruled lines, color work, columns of 
figures, all register exactly where you 
want them. * Send for folder describing 
the NIAGARA duplicator in detail. Find 
out how NIAGARA can speed up your 
poper work. 


N IIAGARA | 


© world's fastest se ah Ye 
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This concealed safe unit is a 


patented Invincible feature. 


Orrice appliance 
dealers who want merchandise with 
sales-punch are sure to like Invincible 
Metal Filing Cabinets. The “Exclusive” 
carries a lot of profit-weight. That's 
why Invincible’s “personal” file with the 
built-in concealed safe is a bell-ringer 


with aggressive appliance dealers. 


INVINCIBLE METAL FURNITURE CO. 
MANITOWOC + WISCONSIN 
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A paragon who won't be promoted 


BAD TO BE TOO GOOD? 


% AS the first of the year comes around, with the salary in- 
creases and promotions customary for office employees at this 
time, let management spare a moment for consideration of the 
plight of those employees who have reached the peak salary for 
the jobs they hold and are too good at the jobs to be promoted 
out of them. 

“Guard against becoming too essential in a given job, because 
promotions are not handed out to people who can’t be spared 
from their present work, and the day will inevitably come when 
the maximum wage rate for that job is reached.” 

That was the gist of a warning incorporated by A. G. 
Whaley, office manager of the U. S. Steel Export co., in an ad- 
dress he made to members of the Filing Association of New 
York earlier this year. Few in office management have the 
courage to bring out into the open this problem of the em- 
ployee who is too good for his own good—and for his com- 
pany’s good, since the freezing of a good employee to any one 
job can deprive his organization of his value in a more im- 
portant job. 

From the point of view of both employer and employee it is 
unfair to allow intelligence and ability to run into a dead end, 
where the ambition which is the driving force behind indi- 
vidual and corporate progress is choked and extinguished. 
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Your big time Saver is back! 


Etiee tes EON Fees 
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This Boorum and Pease patented* binder is back with all of 
these exclusive B & P features: 


a @ QUICK IN ACTION. No keys to lose or replace. Press button and Presto! 
3 Sheets are inserted or removed instantly! © NO PROTRUDING POSTS. 
Conserves valuable vault and safe space! © PROPER WORKING SPACE 
always available. Flat-writing surface! @ POSITIVE COMPRESSION. Mini- 
mum and maximum capacity! @ DURABILITY. Same B & P Quality—sturdy 
metal parts that are rust and corrosion proof! { ECONOMY. The Bing Speed 


Binders save time, working space and insure greater efficiency—all of which 


saves you time and money. 


*Pat. Nos. 1858132 and 1878476 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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Edward B. Wilber 


Photo courtesy Public Roads Administration. 


Office Management in 
Reconversion and Peace 


By Edward B. Wilber 


Assistant Chief, Management Improvement Branch, 
Executive Office of the President, Bureau of the Budget, Washington, D. C. 


% IT is particularly gratifying to me, a profes- 
sional civil servant, to have been called upon to 
discuss the vitally important subject of office 
management during reconversion and peace, a 
transition of equal impact upon both public and 
private enterprise. This is a most timely subject 
as indicated by a quip that I noticed in a Wash- 
ington newspaper recently—to the effect that 
“reconversion is proceeding so rapidly that 
plumbers now have an unlimited supply of tools 
to forget to bring to the job.” The purpose of 
this discussion is to determine what tools we 
should remember to bring to the job during 
reconversion. 

As a bureaucrat, to dispel a somewhat popular 
impression, I wish to emphasize the point that I 
fully subscribe to the philosophy that both pub- 
lic administration and business administration 
have the same objectives—efficiency and economy. 

Before limiting our discussion to office man- 
agement per se, it is appropriate to make refer- 
ence to the broader factors affecting the entire 
management spectrum during the war period— 
thus we can chart the areas which will be sub- 


A National Office Management Association paper (New 
York Chapter). 
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jected to transitional influences and more readily 
isolate those factors which will affect management 
during and after reconversion. 


During the war the conduct of industry and 
commerce has been revolutionized by: (1) war 
contracts, (2) the operation of government-owned 
industrial facilities, (3) material controls, (4) 
labor controls, (5) price stabilization controls, 
and (6) the broadened tax program. The results 
of these factors have been: (1) curtailment or 
elimination of non-war production, (2) the fre- 
quent conversion and overloading of private 
industry for all-out war production, (3) critical 
shortages of supplies and equipment for other 
than war end-production, and (4) critical labor 
shortages in all branches. 


It is elementary, but to complete our chain of 
“cause and effect,” the government actions which 
are resulting in the major postwar problems are: 
(1) cancellation of war contracts, (2) disposal 
of government-owned plant and inventories, (3) 
release of manpower—both civilian and military, 
(4) relaxation of material and equipment con- 
trols, and (5) all-out encouragement of return to 
full peacetime production. (Turn to page 37) 
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(From page 35) . 

With this frame of reference it is apparent 
that every phase of office management will be 
affected in varying degrees during the transition 
period from war to peace. Dealing in the smallest 
components of office operation, the changeover 
will affect personnel, space and office facilities, 
office appliances, furniture and equipment, and 
materials and supplies. Any conditioning of these 
elements is reflected in their arrangement or 
utilization as translated into organization, pro- 
cedures and methods. 


Implications of peace 


Let us analyze the implications of peace with 
respect to each of the elements of office activity. 

Personnel during the war period was in critic- 
ally short supply—the standards of recruitment 
both as to education and experience were of 
necessity substantially reduced. Various per- 
centages have been cited of the comparative 
capability and productivity of prewar and war- 
time personnel, ranging from 50% to 75%. 

The “contribution” which this condition has 
made to office management is significant—it has 
forced many alert executives radically to revise 
training programs and indulge in procedural sim- 
plification whereby this percent of interim em- 
ployee efficiency could be raised. It has brought 
into prominence, if not actual popularity, the 
techniques of process charting, work distribution 
analysis, and work count. We have seen hearty 
acceptance of manpower utilization devices with 
emphasis upon “the right use of the right man.” 
Collaterally we not only endorsed but promoted 
the JIT, the JMT, the JRT programs which again 
were beamed at maximum quantitative and quali- 
tative production from inadequately trained or 
inexperienced personnel. The need for such 
courses for the reorientation and “refreshing” of 
returning veterans and new personnel is apparent. 

The devices of process charting, work distri- 
bution analysis and work count were not develop- 
ments of the war period—they date back many 
years to Gilbreth’s time—but full utilization of 
these management techniques was literally forced 
upon us by the war in order to stretch our avail- 
able manpower to the required work capacity. It 
is unfortunate that the accomplishments of all 
of these programs in both Government and pri- 
vate enterprise have not been properly docu- 
mented to serve as a bogey and continuously shock 
executives into a full appreciation of the benefits 
to be derived in their day-to-day regular applica- 
tion in normal peacetime operations. The who, 
what, where, why, when, how approach at the 
worker level has paid huge dividends. 

Little did Kipling realize he was providing 
tools for the management analysts’ work kit 
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when he wrote: “I keep six honest serving men— 
(they taught me all I knew)—their names are 
why, and what, and when, and where, and how, 
and who.” Can we afford to revert to a form of 
personnel management ignoring these progressive 
devices unsheathed by wartime necessity? Or 
shall we reconvert our program to incorporate 
adequate provision for personnel improvement,. 
procedural simplification, and continuous applica- 
tion of all known techniques for increasing office 
production and lowering administrative unit 
costs? In the highly competitive commercial or 
industrial field this is a crucial decision. 

During the war, cost considerations, both in 
the office and factory, became of secondary im- 
portance, very properly overshadowed by the 
philosophy of “production at any cost.” We must 
regain our cost consciousness if we expect to 
weather the competitive period ahead. 


New accounting era 


Speaking of unit costs, I am convinced that a 
new era of office cost accounting is inevitable. 
We can no longer be satisfied with summary com- 
parisons or ratios of office costs and production 
costs. To truly benefit by the higher white-collar 
salary levels which the war economy has created, 
our economic history would indicate that we must 
increase efficiency and accordingly increase office 
production. We must apply to the office the same 
expert eyes which Eastman Kodak some years 
ago applied to production whereby, over a 20- 
year period, employee annual earnings increased 
45% in spite of a 20% reduction in hours worked, 
while during the same period selling prices were 
reduced 25% and the company net earnings re- 
mained stable. If we increase both cost and sell- 
ing price, our general economy has not been 
enhanced and certainly our competitive position is 
weakened. 

In Federal administration we are keenly aware 
of the need to devise ways and means of increas- 
ing our Office efficiency and production under the 
recent salary pay act. One device for accomplish- 
ing this was written directly into the act—the 
establishment of agency personnel ceilings to be 
determined by the Bureau of the Budget. Our 
management improvement program is responsible 
for assisting agencies by providing the manage- 
ment doctrines, principles, and standards and the 
know-how of application whereby unit costs can 
be reduced or at least stabilized in spite of the 
higher salaries. 

This leads us to another management consid- 
eration which has long been the basis for apprais- 
ing industrial plant efficiency—the use of produc- 
tion standards. 


(Turn to page 74) 
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Fo-ms used in American Home Products Corp. stenographic department; top left, Form 
B, for form letters or copy work; instructions; Top right, Form C, order slip for typing; 
lower left, Form C-1, order slip for Mimeographing; lower right, Form D, job slip 


Smooth Transcription Here! 


% REDUCED to essentials, the work of the 
stenographic or transcription department in a 
large office is a problem in efficient machine 
utilization, and it is just as important for the 
office as it is for the factory to have a definite 
plan for the utilization of its machines. There 
must be a schedule of procedure for the day’s 
work, carefully thought out and of such char- 
acter that all concerned in doing the work under- 
stand clearly the procedure itself and the part 
they take in it. 


A model 


Such a plan is that which guides production 
of the letters and other typed and duplicated mate- 
rial in the offices of American Home Products 
Corporation in New York. As a model of what 
such a schedule of procedure should be, there 
follows an outline of the American Home Prod- 
ucts Corporation schedule, as drawn up by Mrs. 
Miriam W. Coburn, supervisor of the company’s 
stenographic department. 
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Here’s how the department operates: 

Two messenger girls collect and deliver work 
every hour. Each messenger services 9 floors (a 
total of 18 floors). 

One messenger shaves the cylinders between 
trips; the other operates two Auto-Type machines 
between trips. 

Dictators are serviced every morning by the 
messengers on their first trip, with new cylinders 
for the day’s dictation. 


At receiving table 


All incoming work is brought to the receiving 
table, which is located within easy sight of the 
supervisor. The work is then sorted by the mes- 
sengers, who place typing, Mimeograph, and Auto- 
Type work in the incoming basket on the super- 
visor’s desk; cylinders are entered by number, 
dictator, and time of receipt on the cylinder con- 
trol chart (Form A herewith). They are then 
arranged in the cylinder distributing cabinet, 
each cylinder in the section corresponding to its 
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Outline of Procedure 
followed by American 
Home Products Corp. 
in its stenographic 
department 


folder with the 
the folder. 


“Rush” cylinders are marked in red crayon 
on the cylinder control ch 
red-and-blue Crayon is used 
ing crayons. ) 


cylinder slip which accompanies 


art. (A combination 
to save time in chang- 


The messenger then dis- 
to the transcribers, who 
sks to hold the new cyl- 


CYLINDER RECORD 


"D | RO. | DICTATOR __| 


OPERATOR ETD.) _ 


Left at 7:00 P-L 
Fin. at 7:00 P-L 


Procedure chart for department (at top of 
cylinder record 


Page) and Form A, 


Transcribers, upon completion of a cylinder, 
put the folder containing the completed letters 
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the Supervisor’s desk. She notes on the chart, in 
the proper column, the initials of the trancor: 
to receive cylinders. a 
tributes the cylinders 
have racks on their de 
inders to be transcribedl se racks have com- 
partments in numerical order go that the cylinders : S0r's desk. She checks the 
may be placed in the order in which the super- letters, marks them off with the delivery time 
Visor wishes them transcribed : i.e. “Rush” in on the cylinder control chart and sends them 
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(From preceding page) 

The assistant supervisor helps transcribers by 
“listening in” and answering questions when 
necessary, referring any which she cannot answer 
to the supervisor. 

Each transcriber is supplied with a manual of 
about 150 pages, which contains much useful 
information, such as lists of salesmen, lists of 
company products, addresses of branches, and an 
instruction sheet for each dictator, showing form 
of signature, etc. 

Transcribers do not do any copy work. If there 
are form letters or copy work dictated on a cylin- 
der, the transcriber makes out a pink instruction 
sheet (See Form B herewith) and gives it to the 
supervisor, who checks the instructions and has 
the work done by a typist. This saves the time 
of transcribers who receive higher salaries than 
typists. 

On typing, Mimeograph, and Auto-Type work, 
a Mimeographed “Order” slip is sent in attached 
to each job. (Form C herewith.) The time re- 
ceived is noted thereon by the supervisor; the 
work is then given to the section heads, who, in 
turn, give it out to their group. Upon comple- 
tion, the section head checks, notes time delivered 
on “Order” slip; files the completed “Order” and 
the C.U. Slip. 

As many affiliated companies are serviced and 
as each company is charged back for stenographic 
work, typewriters are equipped with cyclometers 


for measuring the work. Each job (including 
cylinders) when completed must be accompanied 
by a job slip (Form D herewith). A number 
system is used. At the end of the month, these 
slips are allocated by the tabulating department 
and charges are sent to the different companies 
by the accounting department. 


OPA Boosts Machine Rentals — 


Ceilings on the first month’s rent for used 
business machines (except typewriters) have 
been increased, effective November 7th, by OPA, 
in Amendment No. 1 to Maximum Price Regula- 
tion 596. 

Under the regulation issued in October cov- 
ering sales and rentals of all used business ma- 
chines except typewriters, monthly rentals are 
limited to five per cent of the price when new. 
The latest ruling action raises the first month’s 
rental ceiling to 10 per cent of the price when 
new. During the second and all subsequent 
months in which the machine is continuously 
rented to the same person or firm, the rate drops 
back to five per cent. 

The action follows conferences with dealers over 
problems in dealer operations arising since the 
issuance of the regulation. The main purpose of 
the ceilings on rentals of used business machines 
is to protect against evasion of the ceilings on 
sales, OPA said, since the rental business is small. 


For an office without a view, try a photomural in color, suggests Crowns, new 
office equipment store at 222 South Wabash Ave., Chicago, in this model office 
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Want an Anglo-Saxon secretary or a native American bookkeeper? 
Better not advertise for them in New York. 


Beware “Where Were You Born?’ 


» By Cheney Archer 


% “WHERE were you born?” 

“Please submit photograph.” 

“Father’s name? Mother’s maiden name?” 

“Bring birth or baptismal certificate as proof of 
age.” 

“To what clubs or fraternal organizations do 
you belong?” 

Routine questions or requests these—familiar 
to everyone who has ever answered a Help Wanted 
ad or filled out an application for employment. 
But henceforth in New York state, possessing 
more employers and employees than any other 
state in the Union, these questions and requests 
and many others of similar character are taboo, 
and use of them may lead an employer to a year 
in jail and/or a fine of $500. 
~ This year New York has pioneered in the field 
of state legislation by adding to its statutes a 
“Law Against Discrimination” which sets up a 
commission empowered “to eliminate and prevent 
discrimination in employment because of race, 
creed, color or national origin, either by employ- 
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ers, labor organizations, employment agencies or 
other persons.” The only employers exempted 
from application of the statute are clubs exclu- 
sively social and fraternal, charitable, educa- 
tional, or religious associations or corporations 
not organized for private profit; employers of 
less than six persons; employers of domestic serv- 
ants; and employers of their own children, wives, 
husbands, or parents. 

In listing discriminatory employment practices 
the statute specifies that it is now unlawful 


“For any employer or employment agency to print or 
cause to be printed or circulated any statement, advertise- 
ment or publication, or to use any form of application for 
employment or to make any inquiry in connection with 
prospective employment, which expresses, directly or indi- 
rectly, any limitation, specification or discrimination as to 
race, creed, color or national origin, or any intent to make 
any such limitation, specification or discrimination, unless 
based on a bona fide occupational qualification.” 


After communicating with many large organ- 
izations, employing 100 or more workers, the 
New York State Commission Against Discrimina- 
tion, the enforcement agency set up under the 
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statute, has collected copies of employment appli- 
cations, and from a study of them has now estab- 
lished what it considers proper and improper in 
the line of questions to be asked of job applicants. 

In general, as a result of this, all questions 
asked prospective employees by New York em- 
ployers must avoid any direct or indirect refer- 
ence to race, creed, color, national origin, or 
ancestry. Such questions are obviously im- 
proper, being prohibited by definite statutory 
phraseology. Employers and employment agen- 
cies are also forbidden by the Commission’s inter- 
pretative rulings to ask any questions which 
would result in an applicant revealing any such 
prohibited information. Although the statute 
provides an exception for the making of such 
inquiries when a requirement for such informa- 
tion is based upon a bona fide occupational quali- 
fication, such as the need for a translator born in 
a foreign country, the legality of the inquiries 
can be determined by the Commission only upon 
the merits of the facts and circumstances of each 
individual case. 


Birth certificates taboo 


There is no objection to asking an applicant 
if he is a citizen of the United States, but it is 
forbidden to ask how he became one, as this would 
involve a question of national origin. For the 
same reason a birth or baptismal certificate may 
not be asked for, although it is permissible to ask 
for other proof of age, such, for instance, as can 
be obtained from the applicant’s local school 
authorities. 


By Ewing Galloway 
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"Complexion?" can be full of dynamite 


Questions regarding physical characteristics 
are limited by the Commission. It is permissible 
to ask for the color of eyes and the color of hair, 
but complexion is not to be mentioned. 


“Are you a Mason?” 


Questions dealing with membership in organiza- 
tions of a national, religious or fraternal char- 
acter must be avoided, as answers might reveal 
religious affiliations or race. A photograph may 
not be asked for under any conditions. Inquiries 
regarding specific church affiliation, relatives’ 
addresses, and the maiden names of the mother 
or wife of an applicant have for the same general 
reasons been excluded by the Commission. 


The Commission does not concern itself with 
questions asked after the employee is actually 
hired but, since the law forbids the discharge from 
employment of any individual because of race, 
creed, color, national origin, or ancestry, it warns 
against post-employment questions dealing with 
those particulars. The burden of proof is upon 
the employee, but if a complaint is filed such 
question could be used as evidence of discrimina- 
tion. 


New York’s experiments in legislation have 
always tended to be copied in one form or another 
by other states, and this tendency is strongly 
evident with respect to its°’new “Law Against 
Discrimination.” Legislation of similar character 
has been adopted by New Jersey, Wisconsin, and 
Indiana, and is pending in the legislatures of 
twenty-one other states. 
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ABOVE: 


EVERY TYPEWRITER OWNER should have this attrac- 
tive red, silver and blue box containing Cardinell Office 
Essentials. In it is a bottle of ImkOut link and stain 
remover, Klik Typewriter Oil, Klik Type Cleaner and 
Platen renewer. » 100 percent pure bristle typewriter 
brush, and a shield—items that will help keep o type- 
writer in good working condition for a long time. The 
box retails for $1. From the Cardinell Corp., Mont- 
clair, N. J. 


ABOVE: 
THE ELECTRO-AIRMAT FILTER, a new electronic air filter easy 


to install and economical to use. The collector element is electro- 
statically charged Airmat paper. Its arrestance rating when tested 
by the discoloration method, is 90 percent or better with atmos- 
pheric dust or smoke. The Airmat paper is removed and replaced 
with clean material by turning a crank in a mechanical loader 
automatically folding the paper into the serrated base section. 
Space cells loaded with clean Airmat can be provided for con- 
venience in servicing. For small installations requiring only a few 
units, a manual loader answers the purpose. When an electrostatic 
charge is applied to the Airmat paper, the plies tend to separate 
and each fiber becomes a collecting electrode attracting and 
holding the dust and smoke. When the power is off, it affords 
ample protection against the infiltration of dust due to stack 
effects in air-conditioning systems. From the American Air Filter 
Co., 125 Central Ave., Louisville 8, Ky. 
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NEW THINGS 
in the NEWS 


ABOVE: 


SOUND ON WIRE. This desk type electronic voice recorder 
features a separate microphone, » built-in speaker; plug-:n for 
headphone use; dictation erasure, so that a finished, corrected 
letter inay appear on the wire, eliminating the use of marking pads. 
Dial calibration permits ready reference to any part of « sentence 
for easy correction. The same machine ‘s used for playing back 
The wire may be erased and used thousands of times. The model 
shown here is of pearl grey plastic. From the Standard Business 
Machines Co., 542 South Dearborn St., Chicago. List price $295. 


BELOW: 


SPEED-O-PRINT SHIPPED ON INAUGURAL FLIGHT. When the 
American Airlines System inaugurated its direct airline service to 
London from Chicago on November 9th, the cargo included o 
Speed-O-Print duplicator, made by the Speed-O-Print Corp., 16! 
East Grand Ave., Chicago. The duplicator was delivered to the 
Eliams Duplicating Co., in London, which will exhibit it in coming 
European trade shows. Many American firms will participate in 
these trade shows which are being held despite the present chaotic 
conditions. This was not the first occasion that Speed-O-Print's 
duplicator has been shipped on an American Airlines inaugural 
flight. When the company launched its commercial service to 
Mexico City, one was in the cargo. 
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ABOVE: 

SAFE! The Saf-T-Spindle shown here eliminates the usual 
danger of a stick file. A safety flap over the point makes 
it impossible for anyone to be injured or tear his clothing 
on the point. The Protector flap falls automatically. The 
pin is securely fastened, end its large base prevents the ABOVE: 
tage te am Pang Miers Doge: Eig he —-Premagey INSTRUCTIONS FOR SOCIAL Security and withholding taxes 
inish. Made by A-| Specialities, 1545 South St.. Chicage 5 in the Lib tly i d d age 
= enite % te Uitleee BA ere now in + e li erty weekly income record, and provision is 

y made for them in the book. Its publishers say this simple system 
cuts bookkeeping time in half, and checks itself. It provides for 
all legally required income tax records, federal and state. The 
Liberty provides for a record of sales, expenses, and profits. Retails 
for $5. From the Commonwealth Publishing Co., 508 South Dear- 
born St.. Chicago. 


LEFT: 


FLAGSHIP BRAND carbon paper, featuring an exclusive 
sll-metallic silver coated back. its makers, the Allied Carbon 
& Ribbon Mfg. Corp., 165 Duane St., New York, claim it pro- 
duces more and better copies of all types of manifolding 
work. The back of the sheet is completely coated with an 
actual metallic plating. In combir.ation with imported tissues 
and fine pigments, this special treatment produces a carbon 
which has many advantages according to the company; it ‘s 
non-curl, unaffected by heat, cold, moisture, or dryness, and 
is longer wearing, cleaner, and easier to handle. The metal- 
lic back is also effective in resisting stenciling under the 
mpact of the typewriter keys. 


am 


LEFT: 


MEET THE TWINSI!, o new pen 
and pencil writing set for the 
harassed businessman who never 
has a pencil or a pen handy. Made 
of highly polished simulated mar- 
ble or onyx. The set boasts a 
smart, streamlined, fountain pen 
and mechanical lead pencil. It is 
made to retail at $3.50 Presented 
by the Union Pencil Co., 385 
Broadway, New York 13. 


December, 1945 t 
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BELOW: 


MEET THE NEW STEEL FILE. This Victor Bestline 
(grade A) file works smcothly and quietly, and is 
long wearing. I has a new and improved suspension; 
full progressive cradle-type ten rollers; and heavy rust- 
proofed metal construction. Aluminum hardware is 
used. The new files come in an attractive finish 
called Victor Grey, a soft shade to hermonize with 
other equipment in the office. The files may be had 
in olive green, of with a walnut and mahogany 
grained finish. The picture shows a four drawer one 
of filing height. From the Victor Safe & Equipment 
Co., Inc., North Tonawanda, N. Y. 


ABOVE: 


PHOSPHORESCENT PLASTIC TAPE made by the Conti-Glo Div.., 
Continental Lithograph Corp., 952 East 72nd St., Cleveland. A 
luminous film on the tape stores up light so that it glows brilliantly 
in darkness. Adhesive backing makes the tape easy to apply. it 
has outstanding resistance to moisture, acid, alkali, grease, oil, 
dirt, heat, and abrasion. The outer surface can be washed. Signs 
similar to the ones shown ere made by the company on specie! 
order. The tape itself is evailable in rolls of any length and in 
widths up to 36 inches or in sheets in sizes up to 36 x 48 inches. 
Priced at $4.25 @ yard, full width 36 inches; per roll, 4 inches wide 
by 10 yards long, $4.75. f.0.b. Cleveland. 


RIGHT: 


DIFFERENT BLADES FOR DIFFERENT PURPOSES. The 

1001 Re-Blade Knife, good for many uses. According to the ; aH 
Somar Specialty Corp., 24 Holland Ave., Bridgeport 5, Conn. 

it is excellent for exact whittling, chiseling, or cutting of 
any kind. The knife is light and perfectly balanced, Has « 
colorful plastic handle. Its patented chromium-finished chuck 
simplifies the insertion and removal of the all-purpose blades 
and keeps them firmly locked in place. The blades, which 
come in different shapes for different purposes are made of 
surgical steel, carefully tempered, and precision ground. 
The blades are 10 cents each. 


BELOW: 


THE LINK between the seles executive and the field. 
The Multi-Unit system of large scale markable, washable 
sales maps, will be of great help to anyone planning 
; sales policies, charting travel routes, and making quick 
; l surveys of new territories to be worked, and old terri- 

tories to be reorganized. Metal wing size 50 x 48 inches. 
! Mutti Kory k | The wings are mounted on a wall bracket or a self-sup- 
TYPEWRITER RIBBON | % porting bese. There are from two to sixty maps in a 
ee, Multi-Unit system, in various sizes and types to fit 
different needs. Made by the George F. Cram Co.. 

Inc., 730 East Washington St., Indianapolis 7, Ind. 


ABOVE: 


WHERE EXCEPTIONALLY CLEARCUT im- 
pressions ere needed, the Multi Kopy type- 
writer ribbons are designed to do a fine job. 
Made of very sheer cotton fabric they give 
result which the manufacturer says ere smooth 
as silk. Because the fabric used is so sheer 
the spools hold much more ribbon, thus requir- 
ing less changing. Made in black, and in a 
black-and-red combination, and in medium and 
light inkings tailor-made for secretarial require- 
ments. Made by the F. S. Webster Co. | 
Amherst St.. Cambridge 42, Mass. 
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LEFT: 


SELF-LOCKING POSTS for permanent binding are now 
available from W. R. Kline Co., 440-73rd St., Brooklyn 9. 
New York. The illustration shows how they are applied. Only 
a few simple operations are necessary. Regular K-Line bind- 
nq posts are self-locking, and when inserted they cannot 
be opened without destroying or damaging the posts or re- 
cords. K-Line binding posts are manufactured in various 
lengths primarily for binding sheets with !/4-inch holes from 
| to 7\/p inches in thickness. Good results may also be had 
in binding papers with 5/16- or Y-inch holes by using the 
regular K-Line posts together with fibre tubes. Posts retail 
at 3 cents each pin, any length or quantity. The fibre tubes 
retail at 8 cents for each twenty inch length. Booklet and 
samples may be had on request. 


BELOW: 


BELOW 


THE HANG-A-FILE, « complete filing 
unit for correspondence, shipping or- 
ders, shop tickets, bills, orders, and in- 
voices. This file comes complete with 
twenty-five insertable tab guides. The 
folders are supported by «4 full length 
chrome-finish metal hanger, which rests 
on two quide rails. The file is all metal, 
and is finished in olive green enamel. 
Equipped with casters. Width 13'/2 
inches: depth, 18 inches; height, 27 
inches. Shipping weight 33 pounds 
packed two to a carton. Shipped KD. 
easily assembled. Priced, $15.50 each 
list. Made by the Louis H. Farber Co. 
30 East Congress St, Chicago 5, Ill. 


QUICK ACCESS/BILITY 


WITH THIS CIRCLE GUIDE, circles of difficult dimen- 
sions may be drawn quickly and accurately says its maker 
the A. Lietz Co., 912 South Grand Ave., Los Angeles 15. 
The circles will be even and well defined. Hard-to-draw cir- 
cles matching the density cf other lines may be drawn with 
speed and accuracy, thus making for more readable draw- 
ings and better reproductions. Made of transparent celluloid 
template .020 inches thick. Its over-all size is 45% by 9'/2 
inches. The circle cut-outs are graduated as follows: From 
if lboth inch to VWeinch by 64ths; Vginch to Winch by 32nds: 
Y¥g inch to | inch by lé6ths; and | inch to I'/2 inches by 
Bths. Priced at $1.50 each. 


ABOVE: 

GLUE-FAST MOISTENERS RETURN. The Glue-Fast 
Equipment Co., 11 White St., New York 13, is back 
in production with a full line of moisteners, gluing 
machines, and glues. B. W. Kaye, manager of the 
company, promises immediate delivery for orders on 
the Model C Label! and envelope moisteners. 
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TOP MANAGEMENT ORGANIZATION SET-UP 


| Stockholders | 


| Board of Directors | 


President 


SERVICE 


| Administrative Services| 


| Executive Vice-President| 


Assistant 
Vice-President 


OPERATIONS 


| 


Mission Operation 


| Executive Vice-President 


| 


COUNSEL 


| Management Counsel | 


| Executive Vice-President 


1. Personnel —— 1. Organization 

2. Space and Equipment ©. Servicing 2. Systems 

3. Supplies and Machines =e 3. Personnel 

4. Mail and Messenger @. sgvertising 4. Space and Equipment 

5. File and Stenographic — 5S. Research and Statistics 
6. Communications —— 6. Surveys and Reports 

7. Reproduction row tm 7. Standards 

8. Welfare icmmaie. teseat” 8. Installations 

9. Maintenance and Traffic 9. Investigations ~ 


L 


The Ripnen plan 


A New Set-up For Management? 


By Kenneth H. Ripnen 
of Kenneth H. Ripnen & Co., New York 


Here's a new conception of top management ip Py 
Ripnen's own, suggested by organization analysis during his 
years of office planning work. What do readers think of it, 


pro or con? 


% WITH all the emphasis that is being given 
nowadays through :union activity to organiza- 
tion in the ranks of office employees and the con- 
sequent trend toward changes in the whole struc- 
ture of the office force, it is high time for top 
management to review its own organizational 
framework, to insure to management a set-up 
which will meet realistically the special needs 
of today and tomorrow. 

The chart with this article outlines a top man- 
agement organizational set-up designed to meet 
modern conditions. 

It will be noted that any direct contact with 
the president is through three key executives, 
which frees him of many contacts previously 
necessary and permits him to do the study, in- 
spection, policy-deciding, planning, and direction 
required to successfully administer his business. 


December, 1945 


The grouping of company activities under the 
headings Counsel, Operations, and Service makes 
three key men the advisors and first-line assist- 
ants to the president. Each of these three key 
men represents one of three fields of manage- 
ment, and they in turn have their administrative 
operating staff men reporting to them. 

This type of organization structure does not 
limit the use of the usual line, staff, line and staff, 
or committee organization below the level of top 
management. 

Another important contribution of this type 
of organization is that the well-known confusion 
over the responsibility of the office manager and 
his place in the organization is cleared up and 
he is put on a level where he can really operate. 

The three activities heretofore associated with 
the responsibility of the office manager have been 
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Is the framework of management as modern as its 
physical environment? 

administrative services, management engineer- 
ing, and the operations office. The chart shows 
these three responsibilities in their resepctive 
places. It can be seen that the office manager in 
a smaller organization might readily be responsi- 
ble for two or three of these titles, and their 
work, best designated as (1) Administrative 
service manager (2) Scientific management coun- 
sellor (3) Operations office manager. 
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The administrative services manager’s responsi- 
bilities are all service functions, personnel, space, 
equipment, supplies, mail, messengers, communi- 
cation, stenographic, duplication, conference 
rooms, files, records, cafeteria, recreation, trans- 
portation, housing, welfare, and maintenance, 
serving the entire company. 

The scientific management counsellor’s re- 
sponsibilities are all organization planning, sys- 
tems, personnel policies and ceilings, research, 
statistics, surveys, reports, recommendations, and 
installations for the entire company. 

The operations office manager’s responsibilities 
are all office operations other than service, re- 
quired in the coordination and functioning of the 
operating organization (production, sales, adver- 
tising, distribution, and warehousing) under the 
mission operation key executive. 


In the administration of the top management 
organization proposed, the president has all the 
various problems cleared for him by his coun- 
sellor, who presents solutions for his considera- 
tion, direction, or signature. The organization’s 
plan of operations, systems, and standards, set 
forth in office manual form, the reports of prog- 
ress, and all necessary statistics are prepared for 
him by his counsellor. 

The operation executive has his responsibilities 
and tools clearly defined for him and the adminis- 
trative services executive knows just what serv- 
ices are expected of him also when the counselling 
organization presents the company’s policies over 
the president’s signature. 


Delegation of responsibility 


The president naturally delegates the responsi- 
bility for action to the operation executive and 
administrative services executive when he ap- 
proves operations as set forth by his counsellor. 


Complaints, suggestions, and ideas for new 
organization and reorganization are forwarded 
to the counsellors, where they are studied, and 
facts and figures given the president with the 
recommendations. 

The president in this type of organization is 
the unbiased arbitrator and administrator of the 
business, and the company’s operations are truly 
the responsibility of his three key administrative 
executives and their staffs. 

Naturally this sort of organizational structure 
does not overlook the fact that the problem of 
choosing good men to fill the key and staff execu- 
tive positions is no different from that in any 
other organization set-up and that the good top 
management, policies of the company will perme- 
ate only as far down through the organization as 
there are good men in key positions between the 
president and his office workers. 
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Soon he may have less than 17,000 items for the P. A. to select from 


Dealers Press Manufacturers 
to Simplify Office Supplies 


@ “There are 17,000 different items in the commercial stationery line—many 
of them unnecessary duplications,” says the powerful Philadelphia Stationers 
Association, in a recent report aimed at manutacturers, from which are quoted 


these suggestions for simplification. 


Mechanical Pencil Erasers 

We recommend that the manufacturers of 
Mechanical Pencils standardize on the size of 
erasers for all pencils. Of course, they want the 
user to ask for their particular product, but no 
one ever made a fortune on this line of merchan- 
dise. The sales on an average are so small that 
they are really nuisance sales to the stationer and 
it means that we must carry at least four or five 
lines of this item. 


Mechanical Pencil Leads 
One Mechnical Pencil manufacturer lists about 
eighty numbers of Leads. It is nearly impossible 
for the average dealer to carry the full line listed 
by the four or five different manufacturers. From 
our experience the harder leads and the softer 
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ones are used by draftsmen and artists, and these 
two professions rarely use a mechanical pencil. 
Therefore, we recommend discontinuing several 
grades of leads. We also recommend only making 
leads in the four-inch size and discontinuing the 
two-inch leads. It seems a simple matter if the 
pencil can use only a two-inch lead to snap a four- 
inch lead in half, put one piece back in the con- 
tainer for future use, and use the other piece in 
the pencil. 
Commercial Erasers 

Most manufacturers list about seventy different 
numbers in Commercial Erasers, and here is an 
example of adding lines without increasing the 
volume of articles consumed. 

If the manufacturer would produce an eraser 
that would do a job that no other eraser would do, 
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that is okay. But to turn out an eraser that is only 
different in color or shape, it may create a demand 
for this new eraser, but some of the old numbers 
stay on your shelf. If he wants to produce a new 
eraser and finds the demand is there, let him 
discontinue one of the old numbers so that we will 
not keep adding lines and getting no more volume. 
So we believe and recommend that he cut his num- 
ber at least fifty per cent on this line of merchan- 
dise. 
Pencils 

Here is the great problem, for the reason that 
there are many pencils not sold through the com- 
mercial stationers’ stores and also that different 
sections of the country seem to have calls for 
different merchandise. We would recommend that 
the manufacturers of certain popular pencils, 
whose big distribution and promotion for the past 
many years has been through the commercial sta- 
tioners, distribute such pencils only through the 
commercial stationer and not through other chan- 
nels. We realize that the said manufacturer must 
have other channels to distribute his products, but 
we suggest he have a different brand to supply 
other stores and keep his standard number in the 
stores of the commercial stationers only. We would 
recommend that he keep his Standard Drawing 
Pencils, Indelible Pencils, Colored Pencils, and 
his advertised brand of five-cent and three-cent 
pencils to be distributed by the commercial sta- 
tioner. We suggest that he have in his five-cent 
line one hexagon-shape and one round-shape 
pencil, and in the lower bracket a hexagon and 
round pencil with eraser and one without eraser. 


Clasp Envelopes 

According to a post-war list of a well-known 
manufacturer, there were thirty-three different 
sizes of Clasp Envelopes with ungummed flaps, 
thirty-three different sizes with gummed flaps, 
and thirty-six sizes in brown or grey craft paper. 
An investment of one thousand of each, which is 
practically no stock of certain sizes, represents 
quite a little money and a storage problem. 

Originally Clasp Envelopes were invented to be 
used as second class mail, so that they were not 
sealed with gum. We see no reason in carrying 
more than one line, either with gum or without, 
which ever the manufacturing group decides. The 
number of sizes could certainy be cut down; for 
instance, in the sizes 6 x 9, 614, x 914, 614 x 914, 


614 x 10 and 7 x 10, we feel that two of the best 
sellers would be plenty; and if the customer 
wanted a different size and quantity was sufficient 
they could be made to order. Therefore, we might 
recommend carrying the following sizes only: 5- 
10-15-14-35-55-63-75-83 -90-93-97-110. 


Red Fibre Wallets 
According to a well-known manufacturer’s list, 
there are 
14 different sizes in flat light-weight wallets 
7 different sizes in flat heavy-weight wallets 
7 different sizes in flat light second-grade 
wallets 
18 134 Expansion A grades 
18 134 Expansion AA grades 
18 314 Expansion A grades 
18 314 Expansion AA grades 
18 514 Expansion A grades 
18 514 Expansion AA grades 
or about 136 numbers in flat and expansion wal- 
lets. This item to the retail stationer in Phila- 
delphia may not seem important as there are at 
least four manufacturers of this merchandise who 
sell direct to the consumer at prices we don’t feel 
that we can meet; but in centers where this condi- 
tion does not exist, we understand that this is an 
important line of merchandise. Imagine the in- 
vestment and space that would be allowed to this 
line if a real stock should be carried. We recom- 
mend that the sizes and variety be greatly reduced 
and that the manufacturers get together and cut 
out the slow-moving numbers so that the line will 
not be so gigantic. 


Inks—Pastes—Mucilage 

On inks (possibly with the exception of draw- 
ing ink), paste, mucilage, etc., we recommend 
that the manufacturer only make gallons, quarts, 
four-ounce and two-ounce; except in paste, either 
the five-ounce or six-ounce, and discontinue the 
eight-ounce or vice versa. 

You have already discontinued the half-pint 
and we don’t feel that this has harmed in any way. 
From our records we find that the main demand 
for the pint size is in red ink, and certain New 


Dealers assure us that there will be very little use 


for red ink as long as they are in contro] of our 
governmental politics. 
We think that here is a case where we could 
patronize more different manufacturers because 
(Turn to page 60) 


awaits you—for the details of some new, unusual time- or money-saving idea devel- 
$5 oped in your office and found suitable for publication in OFFICE MANAGEMENT 
AND EQUIPMENT. Be brief as possible. Submitter's name, name of office, and 
location will be printed with each accepted idea (unless you prefer anonymity). 
Send us an idea today! 
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Human Relations in Management 


By Thomas H. Nelson 
of Rogers & Slade, New York 


%& What does top management expect from the 
personnel administrator? 


Whenever a top executive of business or indus- 
try becomes confidential and talks frankly about 
his biggest worries, you will find they have to do 
with people. His toughest problems, he will tell 
you, are centered in union-management relation- 
ships such as contract negotiations, grievances, 
threatened strikes or actual slowdowns. Some- 
times he is distressed because he knows he hasn’t 
exactly the right man in an important post; 
sometimes he is harassed by friction or jealousies 
between department heads; sometimes he is wor- 
ried because of low morale, or lack of cooperation; 
sometimes he wonders how he can keep his organ- 
ization out front, alert, growing, and adaptable 
to changing conditions. 

The top executive is not only worried by the 
way certain workers perform or fail to perform, 
increasingly he finds himself concerned with their 
attitudes and dispositions. The way workers feel 
about their jobs is often more important than 
their technical knowledge and skills. What work- 
ers do usually depends upon how they feel. If 
they are not happy the top executive soon sees 
the effect in morale, in production rates and in 
financial reports. In brief, the biggest head- 


December, 1945 


aches of top management are caused largely by 
the heartaches of the workers. 

Workers, incidentally, are not limited to those 
wearing overalls or hammering away at typewrit- 
ers and calculating machines. The supervisors 
and the executives, too, are workers; they, too, 
have their “heartaches.” 

In the center of this situation stands the per- 
sonnel administrator. He knows both the head- 
aches of top management and the heartaches of the 
workers; in fact he has a responsibility toward 
both (sometimes he is largely responsible for 
both). (Turn to next page) 


Thomas H. Nelson 


Rogers & Slade, man- 
agement consultants, di- 
rect their services primar- 
ily to top management 
problems of over-all ob- 
jectives, labor relations, 


and management controls. 
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On the one hand, top management expects per- 
sonnel administration to provide personnel who 
work effectually, cooperatively and produce a 
profit. 

On the other hand, the workers expect the per- 
sonnel administrator to provide working condi- 
tions which will make for happiness on the job 
rather than cause heartaches. 

Farsighted top management expects personnel 
administration to function two ways, in fact, to 
face two directions at the same time. And per- 
sonnel administrators know how difficult it some- 
times is to face in two directions without being 
two-faced. First we have to be advisers on poli- 
cies and programs which will eliminate manage- 
ment’s major headaches and second, we have to be 
expert in putting these policies and programs into 
operation so that workers achieve happiness in- 
stead of heartaches. 

The major problem of the personnel administra- 
tor, then, is to put into daily operation more effec- 
tive human relations techniques. These techniques 
must be the sifigjle expression of a consistent 
philosophy of h 2 relations based upon recog- 
nition of what human beings are and a sympa- 
thetic appreciation of what they want. When we 
carefully analyze the work of the personnel ad- 
ministrator we often find five sets of conditions 
which not only handicap but sometimes make his 
work almost impossible. 


Things, not men 


The first set of conditions spring from the fact 
that top management knows a lot more about ma- 
terials, machines, and methods than it does about 
men. Japan thought it could render us ineffective 
in the war by cutting us off from rubber and tin, 
but our industrialists and research scientists soon 
solved the problem of raw materials despite the 
difficulties. War required us to become the arsenal 
of democracy and in three years we increased 
our productive machinery by 60 per cent. At the 
same time our methods of production improved 
so rapidly that goals which sounded fantastic 
three years ago are being met today. Manage- 
ment, however, has not made comparable progress 
in solving problems of personnel. 

Our second handicap arises because during our 
progress in building systematic organization 
charts and manuals, we have too often over- 
looked the great psychological fact that real 
authority and influence gravitate to the leader 
regardless of his title or position. The personnel 
administrator can work effectively only when 
this fact is recognized. The foreman who is 
sincerely interested in his workers has more influ- 
ence with them than the president who isn’t 
interested. The union official who is really ac- 
cepted as an understanding and sympathetic 
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leader is often more powerful than all the author- 
ity of company organization, rank and position. 
In the third place, management, including the 
personnel administrator, has proceeded on the 
assumption that business and industry exist ex- 


clusively to produce a profit. C. I. Barnard, 
president of the N. J. Bell Telephone Co., says 
that the prime purpose of industry is to develop 
persons. Fortunately, these two points of view 
do not conflict; they complement each other for 
when industry does provide satisfactions and 
develops persons, it is more likely to produce 
profits over a long period of time. 


Add up the total 


The fourth set of conditions can be blamed 
principally upon personnel administrators them- 
selves. Both they and top management have 
been thinking of and dealing with persons as 
fractional personalities—not as total human be- 
ings. Workers have been thought of principally 
as knowledge, skills, time and energy. Very little 
consideration has been given to workers’ atti- 
tudes, emotions, dispositions, temperaments, in- 
terests, hopes, and ambitions. Workers do not 
check their emotions at the time clock or put 
them into their lockers with their lunch boxes. 
Even executives often leave them on top of their 
desks instead of locking them in a secret drawer. 

Personnel administration and top management 
need to recognize and deal with persons as human 
beings in their totalities. 

A fifth set of handicaps faces the personnel 
administrator who, in becoming scientific in the 
use of rating forms, tests, and personnel tech- 
niques, has neglected to “sell” top management 
an all around philosophy of personnel adminis- 
tration on which adequate policies can be estab- 
lished—or worse still, has even failed to formu- 
late a philosophy of human relations himself. 

Personnel techniques, even to the point of scien- 
tific validity, will fail to eliminate management’s 
headaches unless they are the tools of a realistic 
philosophy at work. 

These five sets of conditions indicate that top 
management must quickly recognize that person- 
nel administration is as important as materials, 
machines, and methods. They mean that top 
management must grow in its comprehension of 
human beings in terms of attitudes and emotions 
as well as skills; also that leadership must be 
based upon sympathetic interest in persons, not 
simply upon position and rank. 

These conditions point up the best service which 
personnel administration can perform in the next 
few years. They are: 


1. Seeing that management understands work- 
ers as human beings; , 
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FLOW-CONTROL 
POUR OUT! 


SKRIP is RIGHT with: 

Purchasing agents, because pens last longer —stay out 
of the repair shop! Every color needed —Permanent or 
Washable —from the same supplier. 


Company Officers, because Permanent SKRIP endures as 
long as the paper—sun, air, scalding water —don't destroy 


PER ve SKRIP’S legibility! 
MA t BLU gibility 
| Bent ROvA Office Managers, because SKRIP’S free-flowing, quick- 


drying gets more work done better! 
Everyone, because SKRIP is the only writing fluid in the 


alia tino WONDER bottle with the FLOW CONTROL POUR-OUT! 
keeps fingers clean! All other writ- There’s no spattering, no spilling—no ruined work or messy 
ing fluid containers are bottom- fi Try SKRIP— to ink 
well bottles. SKRIP, regular size, ingers. Iry successor fo INK. 


i a oe W. A. Sheaffer Pen Co., Fort Madison, lowa 


SHEAFFER'S. 


December, 1945 OFFICE MANAGEMENT AND EQUIPMENT 


i es cy ae a Ns nn ; oe oa So. See te ed a; ee ee 
7) 7 eal : oh ae pale a ee .. y ~~ : we 3 . . fae 
: L 3 4 & ce : ai 
: 2 = Ee f# ae i : oa . ‘ aa i ze a ae = : ee co 
a kg en ae ee, oe. i 
a Bees ; aula i pate ¥ ieee mine é Pee wed 
ae ies ae eee Pee 2 : a 
a ae a ae eee ye: 2 ae ; 
«On woe pict eo 3 “ ee 7 eR . 1 
Re 3 os _—  — 
: : rf 
— 7 - = 
E = a = aoe aa = a a ; 
F E ae g ae: = ; ie. wee SRA: sg = 
: es fae es AACE Nee oe i a: on : 
¢ Pe: = ; f.5 a a agi eh su 2 * ‘ 4 a " a i 
: : es sd tee : i a ov a cH 
WAY ‘ only writing flaidl wilh the 
3 a . ee 
‘ 2 ‘ 
MD HEA F FER eG eee 
ste wt? * £3; 
a) ™ EZ 
. .  o 
Nc oe 
: 
eee 53 
| “ od . zane ay : os at <s 2 oa a a a i 5 ~ 2 Me a ; a2 oe f i ae 15 niet i ba ieee ae M Mies Si F ne 
oe Bh ae eer ah a” a coe ae . , aes & “At al =a — ir c ee 
peer ee te ‘ ie: : E oo ae ie ' meee | = aa a a aaa gis et ra thes. Pa - ras 


Tops in Tabbing! 
AIEB- GRIP 


tubular edge insertable 


INDEX TABBING 


=== It’s the Original 

= AICO-Grip was the first index tab- 
bing to offer the advantages of the 
tubular edge—and it is still tops in 
satisfaction and preference. 


Superior Construction and 


design The molded Tubular Edge 
strengthens the tab, prevents crack- 
ing and warping, makes title inser- 
tion easy. Heavier gauge cellulose 
makes AICO Grip the strongest 
tabbing available. 


New, Eye-Appealing Package 


Attractive 
Colorful 


Convenient \ 37°": 


Individual Cellophone 
Wrapping 


Protects AICO-Grip tabs 
from unfavorable atmos- 
pheric conditions that cause 
warping. 


ee 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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2. Training executives and supervisors in the 

techniques and skills of human relations; 

3. Helping management to formulate a pro- 

gressive philosophy of human relations— 
not merely a set of devices to avoid 
trouble. 

The real personnel administrator is not solely a 
dispenser of headache pills; he is a specialist in 
the all around “health” of persons—from workers 
to top management. 

What do persons want from work? 

Management will understand persons better 
when it recognizes that everyone has certain basic 
wants which his work must provide if he is to be 
productive and cooperative. Management will 
deal with persons more effectively when it sets up 
personnel policies, procedures, and _ practices 
which provide for these basic wants. 

The social psychologists largely agree that per- 
sons have four basic wants. They usually list 
them as security, recognition, response, and new 
experience. I like to add a fifth which might be 
called devotion to a cause. Let’s look at these 
basic wants. 

Basic wants 

Security is probably the most absorbing con- 
cern of the majority of people. From the time 
the youth finishes his full-time schooling until he 
retires from work, he spends eight to twelve 
hours a day, five to six days a week worrying and 
struggling to provide security. His greatest con- 
cern is with meeting his bills, providing for 
health, insurance, pension, and his family needs. 
With many the greatest fear is that of not having 
security. 

Everything that management can do to mini- 
mize this fear and assure security results in 
larger productivity and greater loyalty on the 
part of the worker. So far as management fails 
to provide security it generates latent hostility to 
management and the owners of the business. If 
management doesn’t provide security, workers 
will utilize the power of government to get it. 

Men, many of them, will sell their souls for 
security. Esau sold his birthright for a mess of 
pottage. The German citizen sold his sovereignty, 
his right to vote, for Hitler’s promises of eco- 
nomic and political security and supremacy. The 
psychological force of “the desire for security” is 
just as significant to industry as any chemical 
law in the development of new products. Manage- 
ment must recognize and utilize it; not ignore or 
combat it. 


(To be continued in January) 


To Move New York Office 


In January, the New York office of the Diebold Safe 
& Lock Co., Canton, Ohio, will be moved from 372 Broad- 
way, where it has been located for more than half a cen- 
tury, to the Putnam Bldg., 2-6 West 45th St. 
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GET YOUR FREE COPY TODAY! 


..- FAMOUS GLOBE-WERNICKE “FIND-I-TIS*”” BOOKLET 
SHOWS HOW FILING IS MADE EASY... QUICK... ACCURATE! 
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7 Globe-Wernicke “SAFEGUARD"’ 

, FILING SYSTEM 

, Supremely simple . . . cures “‘Find-i-tis” 

‘“ so easily! A complete packaged outfit of 

e A to Z “Safeguard” guides, folders, in- 
structions, to install a trouble-free filing 

S plan in any 1-, 2-, 3-, or 4-drawer file; 

] also available for larger requirements. 
See it at G W dealer, or write Globe- 

= Wernicke. 

r 

fe 


For secretaries and file clerks in distress this 
Find-i-tis book is the most amazing help ever 
written to show the simple, quick, easy way to 
run a file. Takes out all uncertainties . . . ends 
the puzzling questions . . . explains in a few 
words the real CURE for “‘Find-i-tis,”” which 
means “inability to find what you have filed.” 
Literally thousands of office workers—mana- 
gers and bosses, too—have already obtained a copy to straighten out their 
files. And it always works! 

Even if your files are not a victim of ‘‘Find-i-tis,” get this book anyway, 
and be safe for the future. Ask for it FREE at 
any G/W dealer, or write today—on your 
Company letterhead, please—to The Globe- 
Wernicke Co., Norwood, Cincinnati 12, Ohio. 
“Headquarters for Modern Office Equipment.” 


*The inability to find what 
you have filed. 
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The best _. ir. its class 


DLUGENT 


tip 


AF — 


True to its name, Supergrip, has proved su- 
perior to pre-war natural rubber cements. The 
grip of this remarkable synthetic cement is not 
affected by oxygen or by long exposure to air 
or light. Supergrip marks a decided advance in 
its field. Its clear transparent film will not stain, 
harm or wrinkle paper or mount. Any excess 
can easily be rubbed off with the finger. 


Advertising men, artists, photographers, archi- 
tects, engineers, teachers, business and _ profes- 
sional people have found Supergrip to be ideal 
for mounting photographs, drawings, sketches, 
maps and other valuable papers. Supergrip 


CHEMICAL COMPANY “SSC Tear yas 
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also sticks paper to wood, to metal, to glass and 
to plastics. 


Supergrip is the civilian brother of scores of 
new and highly specialized war-time cements 
developed in the laboratories of a company 
long recognized as a leader in the production 
of specialized adhesives for industrial uses. 


No matter what rubber cement you may now be 
using, try Supergrip in the 4o0z., pint, quart or 
gallon size. Available at stationery and photo 
supply stores. 


B. B. CHEMICAL COMPANY 
784 Memorial Drive Cambridge, Mass. 
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Yep ... the war’s over ... reconversion is under 
way ... manufacturers are getting back in the 
swing of peacetime production ... more con- 
sumer goods will be available. Christmas this 
year should be merrier all around. Santa can 
relax a little and so can you buyers. Now you 
know you can place orders and be pretty sure 
of getting what you want. At QUALITY PARK 
we're doing our best to meet ALL your require- 
ments — and we’re doing pretty well. So don’t 
be reluctant about ordering. Now instead of 
“sorry”’ we can say, “Sure thing — and many 
thanks.” So order Quality Products from Quality 
Park ... and relax with Santa! 


Best wishes for a Happy Holiday 
Season and a progressive 1946! 


QIU TANLU AT a APJANR AK 


When you think of envelopes, 
think of 


QUALITY PARK 


and remember these familiar 
Quality names .. . 
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LEATHEROID 
SLIDE FASTENER 
EXPANDING WALLETS 
VERTICAL FILE POCKETS 
BLUE LINE AIR MAIL 
TWO COMPARTMENT 
CHAMPION CLASP 
BANKER’S FLAP 
AIRWAY EXPRESS 


Sold through dealers only! 
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Favorite 


...for Every Office Purpose 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. 


And remember this: When you buy Waterman’s 
Inks, you're buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors— including Blue 
Black and Permanent Black, the Inks that “last as 
long as the paper they’re written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


The Ink that’s right — on the Tip of Your Pen 


OFFICE MANAGEMENT AND EQUIPMENT 


December, 1945 


- —— 


5 Ef to. nes ; >) a aa A ot) JAW -_ > a 
re et eee oe 2a aa sg See =~ ee 
a ae es ye i: see “s eee Re Sale 
. oe ae Soe 
3 a > =l eae Say tai, aia r ves ieee a 7 , a 
4, ON ae ee ae f a ie.’ - 3. fh taal cel, juan St 
ae yee <= ie... a nn: ae aa 
ee ate 5 BS: = ee mek. Brak 
ee eae ‘ i ieee, oa aes of 
ee a oe | ae. eee en ae — 
: i ‘ eee Ter po te 
a ; 2 ee Sy ae ae Za 
= ae a i 0 3 A : ee > = 2 a 
ee fo aoe a 335 alias: 3 ee 
: a wee eae mee ee ay. 
: i \ 7 - ——— ees 
sk eS i. ae 7 nee a aeons a 3 ae =H ae 
: =e ae eee oa a en ig J 
Re: a c _ eel ae We hae a \ ae 
7 ae —.- - ee es ries Py i se ae 
4 a i a - 1. . tal 6 a) eet ee Jy heed : * ae Gi Ss lg ay S 
ae a i i tg | ae eas a eee un seg > | peas = 
en — E . - et “4 ? ie sit ae — : aoe a _ ad fuk her. 5 
A: ‘ie ; =e, a? ete: a t es het ae 7 ea a, —- 
= ae ae: ae Bh ee a a ZG a 
. oe ee _— = IN ORS a voy _ a / — 
ve i a a ” i i a PR oe + a Y, i - 3 a 
- i eo ee an | ae ss gota 4 —— CCC 
aes : : at . eal i @ y a ae a an cee” bj F, = > 
= ene : “= ee / ‘ << Z - — ———— ee y ae ae 
eo). ae — rioeaes" W% SS. coe a 
ee ee eo jan re - 4’ - Bi. 4 aa 7a 
nee : ae aa N PER 77) ‘i ¥ y/ ~ ae een 4 °e eae: 
a E.- : *. are : - pee i oat 
oe a. a : / | 4 Ll: Roe) = -* aha ey a pig” oa 
ate oe q y —_ 3 x > \de YW oa eee Ka y 4 _ Sa a 
ae ei e es ie \ : J N J f A) BAyoLs ~y —e eee 
s ss ‘ = a eo ae a» c <= js tical ¢«N NY its CEN Loaeke ¢ { 
< 2 - | as : <j via S Se 
oe 3 : Be. a : E -° 2 * Re) oS N gel IRE aaa ae. 
* a ae ; Lu gets ; pa saws _ 3: te 
4 i aa Hy “TB |) 6 7 ho A +4 ‘Se s ~ ss —\ ivan 
: 7 3 =— | a, s / . \) a “ ig oe eae 
i Pee: 2a er i Sl SE i ee e* War a Bs 
a a i : i. ve WA — + | 4 
eee ote a we hy SS =a a ie. : 
Pa j Z : iio 7 SS a » 3 a a fe Pe Rea a 
-" tl = _*% S/ VY ie a 4 
: ‘ ce + eo — x x ~ ae. ees oa < a 
= ae aa i * ~* » —.- a a 
a ‘ ie as 7 Le Sie = WW ~ - (eH : J a 
a ee . 4 aa xX ~~ St oj hy eu a a 
a ole ee ie ’ SAN ~ , ge * 4 
aa P Se Sa \ a - ’ WSS 2 Ae, eee ae 7 me “e 3 
= : Ss ae : eS : tae ans me. oi ss ——: 
Wai i \> ‘ - ) \ SS — -.- di " we " 
ie +2 ‘ as — x {ee = a a 
in : oi - oe “SS sail 7 ea=—_—__ ee } : a 
= ae a == SEAN —- oe ;) i a Pa 
; iia : “SS ES —— UCC Sues i ; 
ss e a ; eS ae RS SSS —— a a ae 4 
Nee = ae'ta i pre BES _ 2 i ue Bee ese — 
hee Re: - ee a Pe ae. fs 7g 
aie ea a ‘ a a +> AE ee Be “a ‘ 
acta : ne a a ——— ce Bp | > faa 
es SS ae ae Bas! ok a a. ie ao ‘cai 4% 
oe - a ee aes ae $ pe (oS aa ¥ <a 
a . ee a ZZ ( <0 a i a — 
ES . Sond — 7 “ - 2 esc. | ; ee ‘ 
eee Paes, . Bet vig sae BG fee iw ere a aes ‘ 
fees Ls Bie he = 4 —_o- Bis’ ae « ie m 
ey ee: a ) anaes at = , 252 Meresee >: e || of - a. os 
ee oc ae a . ——— : - ‘ie ae 4 ; 
sas ; a ware a aa = i" eee ee 
* a a ios = 34 —-. : Se Sa ae .. ae 
| F : oe oS on le aan ee tie . : 
ig 2 oe Rey =  MIBSe Poe oie — oo . Lone Tm ere aa a 
a i a _ 22 gaia Sia me. Rech a r 
b 4 Paes ioaiea A ee ae oe oo - —-. * . aa eo. ae arenas aa janie ee 
a sd ee Es Ree es ‘% ieee Sa a an a. ag 
2 e: ee ue de FO ge, : 2 aa ™ 3 ae ; ee Ey a + . 
aa c ee oi Fie ly 2 ale . SS ae = ls a el 
oe w eae ce, ie has Tee ee mn shi See _ alae ss ; aa 
eo ’ RES As . Se Agence eu ; «eee eee 
bi 3 at ° 4 3 ¥ : Oo vi re 
am 
; i 
oe 
‘4 
is 
ey 
‘ ee 
Ae ee 
4 LS AR TR RRR RES 
Sat ; 
ar ee 
hee 
a ee , 
= 58 oO - ( 
a 
SS 
 - = a Fre he: —e ee eo ; 
‘ a ~ oe ae Bs oo ‘ i es cs rer 
q " Sy 3 re ie aa ee pete eS Pa ae 
a eo ee ss co” — — a ce 
| Sele ee, he an ee 


An Office of Distinction... 
For A Man of Distinction 


How many people were in and out of your office today? The design of your office is 
important to your daily business procedure. For the past few years, we have been unable 
to supply the labor and material necessary for the decoration of your office. Today, we 
are prepared to aid you in the development of a distinctive office design. We have, for 
many years, designed private offices, libraries, laboratories, and other special features for 
' schools, offices, and public buildings. 


We manufacture special equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers, 
We will accept projects anywhere in the United States. WRITE US TODAY! 


New England Woodworking Co. 
512 East 137th Street New York 54, New York. 
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QUOTAS 
GOING 
UP! 


Increased production, combined with 
somewhat decreased Army and Navy require- 
ments, makes it possible for us to work toward 
increased quantities of Esterbrook Fountain 
Pens for civilian distribution. 


The situation has not yet improved to the 
point where our quota system can be 
abandoned. But you can look forward to 
substantially larger allotments. 


THE ESTERBROOK PEN COMPANY 
Camden, N. J. 
Cc. dian Repr 


The Brown Brothers, Ltd., a 


Povkhepping 1550 
<r 

Te 
te 

lime Mangold 946) 


<r 
General Writing 2668 


GQ vowerner POINTS 


Gsterbrook 


RENEW-POINT FOUNTAIN PEN - 
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Supplies Simplification 
(From page 50) 


of the lesser investment with a shorter line. We 
firmly believe that this will not reduce the con- 
sumption of ink. We see no reason in carrying 
the five-ounce or six-ounce and eight-ounce water- 
well or desk size paste—one of these would be 
plenty, with the gallon and quart.sizes, ‘only for re- 
filling or-the larger user. 


Loose-Leaf Price Books 
We think that one or two sizés could be discon- 
tinued in this line, and also a selection of three or 
four and not nine different grades could suffice 
any customer. We believe that the 1-inch and 14- 
inch cover to take sheet 3 x 514—51% x 3 could be 
discontinued. 


Loose-Leaf Memo Books 

In this line we might suggest that we discon- 
tinue at least the 4 x 2 and 2 x 4 size. Also we 
see no reason to have 14-inch, 14-inch, *4-inch 
and 1-inch rings. The 1-inch size can easily be 
taken care of in the price book category and we 
could also discontinue either the 14-inch or 34- 
inch according to the manufacturers’ records of 
selling. As for grades and qualities, we think 
three different qualities would be plenty. 


Columnar Pads 

The pre-war line of columnar pads represented 
between 220 and 250 different numbers. Think of 
having only one box of each containing ten pads, 
you have over 2,000 pads in stock and no fair 
quantity of any single one. We recommend dis- 
continuing at least the canary line of paper and 
carry buff only. It was also suggested that if and 
when the wire binding comes back, it might be 
worthwhile to consider wire binding only as there 
is little difference in the retail price. Also, where 
the same size pad is listed with 21-25-28-30 col- 
umns, why not make only the 30-column, and if 
the customer desires only 25 columns we could 
trim the pad to suit his purpose; this would do 
away with at least 48 numbers. Also in cases 
where we have 13 and 14 columns with and with- 
out name spaces, let the manufacturer decide 
which is the least called for and discontinue the 
slow seller. Another thought that came up is— 
why not bind the columnar pads of the large size 
34 inches x 14 inches on the short side, so in turn- 
ing back, the cover would not be so unwieldly. 


Post Binders—3/16-Inch Posts 
In the 3/16-inch post binder line, we believe 
that the solid post binders could be discontinued 
and the binder carried only in the sectional posts. 
(Turn to page 66) 


December, 1945 


fee au Ge mit 


Se 


ae ” . : 
04 
4 4 
Seer - oo 
eo : oy 
co i. 
Gee oe ‘ 
: sake €3 “ “ % 
p eo . 
; ae me 
ey Oe : oR 
‘iG | | 
‘ j 
; q 
d | 
ae | 
= — 
y 
= = | H 
: | 
| | 
! 
: i 
I 
: | 
| 
; | , 
Be oe / | 
: a ee : | ae 
q — rN : me 
pi a2 5h eC < Ge. 3 
i = | Paes 
‘ ii “ i 2 \ 
ue SS ae et aa ee : 
. oo. Ss fa z 
Fo e ’ / : 
peor g? ” ‘ 
: See = - j 
3 ‘ae ° aie i 
Ve ai j f 
| a 
Om 
| 
é 
he og S- : rae eee % _ Peg et eee > S Wee & q : : 2 
: ae aye —_ he — <2) ee pi ee or a a Be a 
at eg 7 —— i | ee : ae ce. ag eee a.  S ae aa 
——— = , + aa 2 ae 
ow x bi _ at ‘gape ce oa | Peete a j ee od a 2 bes 


STALOK 
RAPID LOC 
PROGRESS 


MADE IN ALL STOCK 
AND STANDARD SIZES 
-.-TO ANSWER YOUR 
EVERY REQUIREMENT 


| — FAULTLESs 


SECTIONAL POST 
... BINDERS... 


MEET THE EXACTING 
DEMANDS OF TODAY 


STATIONERS 
LOOSE LEAF CO. 


MILWAUKEE |, 524 N. Broadway 
NEW YORK 3, 114-116 E. 13th St. 


Oy LAB 
SOLD BY LEADING STATIONERS 


the J LMAY COMPANY 


Sete 
ee 
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109 WEST I9TH ST., NEW YORK, N. Y. 
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Start 1946 Pay Roll 
Records Right! 


In the Cesco assortment of Pay Roll Records will )f= 
be found forms suitable for any size business [R= 
. for every requirement. Many unique designs ; 
-Period Pay Rolls for weekly, semi-monthly and 
mouthly Pay Rolls; Earning Records for Visible 
Filing and for Post Binders; also subsidiary forms 
for the orderly procedure of Pay Roll Accounting 
such as Application Blanks, Change of Status, 
Lost Time, Termination Notice, ete. 
All are geared to save time and labor and io 


minimize chances for error. The use of Cesco The "vou. Pay Roll Outfit 


Pay Roll Records will get you off to a clean. : : : 
fresh start in 1946 . . . and keep you that way For Medium Sized Businesses 
all year. 
— Ideal for the small and average size business 
Equipment for other Purposes house. contains Long and Short Sheet Pay Roll 


Cesco also makes Forms and Binders for all uses Form 

Visible Record Books, Pen and Machine Posted 
Records, Catalog Covers, Ring Books, Prong : a , : 
Binders. ete. See that a copy of the complete i.y dota. Ali records in one conveniently oper- 
Cesco catalog is on the desk of your form buyer. ated Ring Book—sheet size 8144” x 11”. 


Outfit No. VIC-25 


The C-€-SHEPPARD CO. [iiiaimalanae 


_ #* 44-07 21+ Streef,- LONG ISLAND CITY. N.Y-+ 


s. Individual Earning Record and Tax Recap 
Sheets. Provides for all the necessary Social Secur- 


Outfit VIC-50 
For up to 50 Employee 
$6.0 


62. 


PLYMOUTH upneR company, INC. 
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Patent No. 2248355 and D 128118 


Riction to the aid of 
“office eyes” is the first duty of 
Barkley Tabs . . . crystal clear 
colors, smooth contour plastic 


Pies * “7 
: 3 ” e “ 4 es . "tt? 
y “Sil ty ‘ oe Le : 


surfaces. It’s a job that’s en- 
thusiastically taken on and ad- 
mirably executed. With such a 
performance record in business 
circles, it’s not surprising that 
Barkley Tabs stand so high in 
office managers’ favor. So... 
if you haven’t yet learned the 
full story of this unique index 
tab, make it your business to 
check these features—MAGNI- 
FIED VISIBILITY, ANGLE 
VISION POSITION and SPACE 
SAVING. You too can share 
in the satisfaction that comes 
from using the kind of filing 
supplies that makes good filing 


better. 


VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE CUIDES 


Established 1921 


— CL. BARKLEY & CO. 


Tiling Supplies . 
2 CHICAGO 7, 
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BERNARD 


After working nearly three years largely 
for the U.S. Army and Navy, we are now 
making quantity deliveries to the station- 
ery trade— prewar quality, prewar gleam- 
ing nickel finish, and the same prewar 
BERNARD dependability. 


leose Leaf Vacuum Punch Ne. 2600 
Standard Dies—1/8", 3/16", 1/4”. 
Light, strong, stationary stripper 
spring,cuplex control stops, nickel 
plated and polished, reach 1 1/16". 


Staple Remover No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph’’ Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverase. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


Se a a a a a ee 


, Wm. Schollhorn Company, | 

3012 Chapel St., New Haven 9, Conn. 1 
| Sirs: Please send me your catalogue of stationery tools. | 
l I 
| ES Ss bev be dNeeRshwKwee ees anna hoeiwelseerenenaa’ I 
Ec tninecnsibiiididtdaiaisbesdewsaaneniesindneselal ! 
, I 
BA kdnsvnsininginegrecastganncnne’ er ! 
, (Zone No.) 1 
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Top efficiency offices know the time- 

saving and fatigue-eliminating value of 

Error-No line-by-line copyholders. 

Many office executives have said, “Wéith- 

out Error-No we don’t know how our typists could cope 

with the stacks of reports and forms we have to get out.” 

Because of its all-steel, silent, vibrationless, quality 
construction Error-No stands up under constant use. 

Some Error-Nos are being shipped now. Only ma- 

terial limitations prevent us from shipping in quantity. 


Many inquiries have been re- 
ceived about SPEEDRITE, 
the check writer so often 
seen in leading banks, in- 
DIVISION OF surance and business offices. 


; 7% | ae Some territories are open in 
H ay ' 1 sg We lter Co. Q : ws which sales franchises will be 


ROCHESTER 7. N.Y. | . a granted to dealers. 


The Secretary says: 


“I never dreamed stencils could make such a difference in the 
quality of duplicating work. With TEMPO Film Stencils, I 
type right on the film and that means no cut out or loop letters. 
Typing on the film prevents oil penetration, so I can switch 
from stencil cutting to regular typing without cleaning type 
or rolls. This also saves cutting time. Best of all—I get copies 
that I am proud to show to my boss.” 


@ TEMPO offers the most complete line of stencils 
with or without film — WRITE FOR CATALOG. 


. 
3 Me —" 


MILO HARDING COMPANY 


432 WEST PICO BLVD., LOS ANGELES 
317 THIRD AVE., PITTSBURGH 


Makers of the famous TEMPO FILM STENCIL 
OFFICE MANAGEMENT AND EQUIPMENT December, 1945 
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Many Christmas! 


in fact Merry, Merry Christmas 
and a grand, healthy, 
happy, prosperous New Year 
from Rockwell-Barnes to you. 


Perhaps it may not be an old fashioned 
white Christmas everywhere... 
but certainly it will be 
one of the nicest, most joyous, 
most super... (Whoa! There goes our 


copywriter again and this is no ad!) 


It’s Merry Christmas, 
Happy New Year and the best ever! 


ROCKWELL-BARNES 


Manufacturers of ROCK-A-FILE 


T i, ci cies a 


Extendible Steel Bars 


for the steeless i 


KLERADESK by Sengbusch 


y BS, x 


os 


ES 


...adding greater capacity to 
your present steeless Kleradesks 
..-providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 


ig Be on i Pak 


Above: Small size, for models 3v, Above: Large size, for models 6V, 7V, 8V, desks now being sold. © Added to the utility, durability, 


AV, or 5V. With or without knobs. 9V, 10V, 11V. With or without knobs. 


and pleasing appearance of Kleradesk, this new feature 


Right: Intermediate bar for further enhances Kleradesks’ reputation as one of the 


additional extendibility of 


either size above. 


greatest aids to desk workers. ®© Order from your 
stationer now. Write for circular. 


So . 
Above: One intermediate bar extends any Kleradesk one Sengbusch Self-Closing Inkstand Co. 
to five compartments more than original capacity. Sev- 212 Sengbusch Bidg. Milwaukee 3, Wisconsin 
eral intermediate bars may be added, if desired. ~ 
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and you stop 
=~ typing racket! 


KIL-KLATTER absorbs sound and 
typing shock. Made of famous OZITE All- 
Hair Felt with treated top to prevent ma- 
chine legs from digging in, and 
non-skid bottom for extra 
safety. Size 11 x 13 in. fits 
all typewriters and many 
other office machines. 


AT YOUR 
STATIONER’S 
or 
OFFICE SUPPLY 
DEALER 


AMERICAN HAIR & FELT COMPANY 


Merchandise Mart + Chicago 54, Ill. 
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Supplies Simplification 
(From page 60) 


The binder would answer all purposes and the 
differences in the list is so small that we don’t 
believe that this suggestion would lessen the sale. 
It also seems to us that a few sizes could be discon- 
tinued; but, of course, the manufacturers’ record 
would need to be consulted here. * 


Sectional Post Binders—3/8-5/16 Posts 

There are listed by the average manufacturer 
about 200 numbers in the sectional post binder 
line. This includes only the top-lock and end-lock 
type of binder, and not the cheaper line of trans- 
fer binder. 

Imagine what your inventory would be if you 
carried only a small stock of each of these items. 

We suggest that the leather and corduroy be 
discontinued and only made up as a special item. 
We also recommend that either the end-lock or 
top-lock be discontinued if the sales records could 
prove that either one is by far the larger seller. 
We also believe that quite a few sizes could be 
discontinued and that a selection of four grades 
would be more than sufficient to suit any cus- 
tomers. Also, that different sizes be reduced to 
not over twelve or fourteen sizes, this again to be 
decided from the sales records of the different 
manufacturers. 

Folders 

The average manufacturer listed between 80 
and 100 different numbers in letter-size folders— 
that is, letter size only, and does not include note 
and legal-size. If you carried in stock one thou- 
sand of each number, you would have an invest- 
ment of between 1,000 and 100,000 folders, which 
certainly takes up space, and one thousand of a 
great many numbers would be a drop in the 
bucket. Therefore, we recommend cutting down 
this line considerably. Maybe we don’t need so 
many different grades, and we feel sure that we 
don’t need so many different weights. However, 
our manufacturers must consider the manufac- 
turers who sell through their own branches, and 
we recommend that they all discuss this matter 
and work toward shorter lines. 


Insurance Company Buyers Meet 

Subject of the December 11th meeting of the Associa- 
tion of Insurance Company Buyers, held in Springfield, Mass., 
was “Paper.” 

John D. Zink, President of Strathmore Paper Co., gave the 
talk. 

The association’s first meeting for the 1945-1946 season 
was in Hartford, Conn., October 30th. The program included 
a visit to the plant of the Connecticut Manifold Forms Co. 
and dinner at the City Club. The meeting itself was devoted 
to talks on new office machines and new office equipment, 
with Phil Camp, Phoenix Mutual, and Don Brush, of Con- 
necticut General, as speakers. 
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HOLIDAY MESSAGE 
TO OUR 
CUSTOMERS 


ITH lasting appreciation for 
your cooperation during the 
difficult years just past, and with 
complete faith in the future, we ex- 
tend to you our best wishes for a 
very Merry Christmas and a happy 


and prosperous New Year. 


REPRESENTATIVES 


JOE D. HALE CO. 


You don't have to tussle with this pencil 


carbon. It yields at a touch. Use as sharp a pencil J. B. STITES 
as you wish. Bear down as hard as you like. Then THE O'LEARYS 
finger the carbon and see it come free—quickly, cleanly. 
Old Dutch PULL-FREE Pencil Carbon is specially E. R. SHARP 
processed to prevent clinging and sticking. . . . One F. M. DOBLMEIER 


more feature highlighting the better quality that has 
DAVID M. COOK 


SCHMIEDER and WALLACE 


characterized Old Dutch products for nearly 50 years. 


Ask Your Old Dutch Customer Engineer 


WATERS & WATERS BRANCH Tass 


511 Locust St., St. Louis Products 
Burlington, N. J. San Francisco, Cal. : 


Nascon Sales Corp. 
60 E. 42nd St, N.Y. 17, N.Y. 
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LITTLE 
GIRLS 


CARBON PAPER 


that's why good typists 


™ choose 


KEEN-RITE 


and a 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented “Carbon Gripper" 
in every box of Codo Super-Treated, 
Super Kote and Keen Rite. 


Codo- 


Factory: Coraopolis, Pa. 


M 


ARE 


ALL STEEL 


STAPLE-WASTER 


STAPLING MACHINES | 
ARE HERE AGAIN 


MARKWELL MEG. CO., INC. 
200 HUDSON ST., NEW YORK 13,N. Y. 


December, 1945 


? aes a I le fe ike Gs ie on ene ieee : en . Pee ee 
“- — 
’ te otis - i 
ae *, oe a , 
oe - Sd — 
4 ~~ = ' 
7 -) o/ 
ce a % 
aa e : > -_  —_ } \ 
2 4 J “ “Noete . 
ay tt not for n\ ass 4 | | 
an 
- 54 Bh: “ 
— << J. 
2 a. . 
| : . a F , : £ LF é Po td 2 ss 
’ a og a 
| ; VK 65 | a 
SS a) Pea ‘\ Ee 
a \s "Yr 
: $29 South Franklin St, 270 Lafayette St, 
ag _ Chieage i. New York 
7 om 68 OFFICE MANAGEMENT AND EQUIPMENT Pe 
” : — ae ae re oo ae ce ; i RS ee eee 
_ _ = Sa = on ii. aa i ee < 


Pencil tops colored 
to indicate 
color of lead. 


WRITES ON d 


WRITES ON 


WRITES ON 


Collephiame 


* NO SHARPENING! 


* LESS BREAKAGE! 
* NO WASTED STUBS! 


BLACK GREEN 

RED YELLOW 

BLUE BROWN 
NO FUSS NO MUSS 


FOR QUICK — TROUBLE FREE ACTION ASK 
YOUR DEALER FOR LISTO MARKING PENCILS 
WITH PATENTED LEAD GRIPPING SLEEVE, 
AND REFILL CHINA MARKING LEADS. 


-LISTO PENCIL CORP. 


ALAMEDA, CALIFORNIA ~ 
oa: SINCE 1921 ue 
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BE THANKFUL YOU 
~ CANT READ SHORTHAND 
BROTHER/ 


So your letters come back all balled up! 
Sentences transposed, new words substituted, 
erasures in evidence, margins,mangled, and you 
heap the blame on your steno's head. 

Don't do it. 


It may not be all her fault. First take a look 
at the chair she's forced to use. If it cramps 
her muscles, curves her spine and frays her nerves, 
replace it with a CRAMER 
POSTURE CHAIR. 


Accuracy isn't accidental. 
Often it's the result of sci- 
entific seating comfort such 
as CRAMER POSTURE 
CHAIRS provide. 


Finger-Tip Height Adjustment. 
Tubular Steel. Cushioned Comfort. 
Available with or without removable covers. 


make =i 


1205 CHARLOTTE STREET © KANSAS CITY 6, MO. 
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Gir flow 215%0 
g2F| cua comrany. 


SECRETARIAL, GENERAL orrice & FACTORY CHAIRS. 
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“Never mind the new 
radios — when do I get a 
Merriam-Webster?” 


ots of scarcities will be remedied soon— 
and we hope there will be an adequate 
supply of Merriam-Websters before very 
long. Just now, however, there are still not 
enough copies to go around, and we have to 
go right on rationing them until the paper sit- 
uation is definitely eased. The demand for 
Merriam dictionaries continues on an un- 
precedented scale from both the Government 
and civilians. 

Merriam-Webster advertising this fall will 
again feature an explanation of Merriam 
dictionary shortages. And to cultivate the 
already considerable backlog of potential 
sales, Merriam advertising will continue to 
stress the slogan: “The Supreme Authority 
Is Worth Waiting For.” 


The Merriam-Webster 


WEBSTER’S 
NEW INTERNATIONAL 
DICTIONARY 
Second Edition 


NasRinGe? 


G. & C. MERRIAM CO., Publishers, Springfield 2, Mass. 
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NO RUBBER CEMENT 
NO WAITING 
NO GUESSWORK 


E-Z Frisket comes to you prepared with 
the adhesive already on the back. You 
simply peel off the protective backing 
and it's ready for use. 


What tt tas EZ Frisket is a 


thin, extremely 
transparent plastic film coated with 
a special frisket adhesive. 


Mou a works 2 You easily re- 


move the pa- 
per backing that protects the ad- 
hesive. You place the frisket. film 
over your drawing or photograph. 
It instantly and easily adheres to 
your working surface. You then cut 
your frisket in the regular way. 


E-Z Frisket is extremely strong, cuts 
easily, makes sharp hair-lines and 
doesn’t curl at the edges. When you 
are finished you simply peel the film 
from the copy. There’s no cement 
or residue to remove and copy re- 
mains in perfect condition. 


Where r >) buy df, Your lo- 


cal dealer 
should stock E-Z Frisket. 
If he doesn’t —ask him about it. 


or order direct from 


ARTHUR BROWN & BRO. 


67 West 44th Street 
Se ~<a 
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DEPENDS ON RECORDS! 


YOurR business “memory” is in 
your filing system. Are all the records 
affecting sales, on which your 1946 busi- 
ness volume must depend, readily avail- 
able? At transfer time ... pause to 
reflect. Is the index you have doing the 
job? Does it make filing and finding easy 
- +. and does it control records when 
out of the file as well as in it? Your 
Wabash Dealer can help you install a 


Mew 


80 PAGE 
CATALOG 


It's crammed with 
new and better ideas, 
systems, supplies. . 


Sieg wT 


The countless 
. uses ter 


_ EUREKA 


ALPHABET AND 
FIGURE BOOKS 


HANDY for dozens of uses in office and stock room — for 
marking files, chairs, mail boxes, books, etc. Useful in the 
factory, too, for marking bins, shelves, trays and for iden- 
tification of non-metal parts. A quick and economical way 
for stores to make special signs or price and point value 
cards, etc. , 


The letters in Eureka Alphabet Books are arranged like 
type fonts, with more of the letters most often used. This 
makes it possible to make up words with each page — an 
arrangement especially advantageous for filing purposes. 


Eureka Figure Books permit the making up of any com- 
bination of numbers rather than having a bxced group of 
numbers. Each book contains additional pages of special 
characters for marking purposes or making of price cards— 
$, ¢, 0z., Ibs., etc. 


USED IN 6CHOOLS TOO. First and Second Grade teachers 
in many schools are using Eureka Alphabet and Figure 
Stickers to teach children letters and numbers and to eens 
simple words. 


ALPHABET BOOK NO. 93 supplies 25 perforated, gummed 
sheets of 8,000 capital letters, 320 letters to the sheet, 
¥%" high. 75¢ per book. 


FIGURE BOOK NO. 94 (for use with No. 93) supplies 10 
erforated, gummed sheets of digits, 320 te the sheet, 
" high. 50¢ per book. 


ALPHABET BOOK NO. 95 supplies 25 perforated, gummed 
sheets of 2,500 large size capital letters, 100 to the sheet, 
54" high. 75¢ per book. 


FIGURE BOOK NO. 96 (for use with No. 95) supplies 10 
perforated, gummed sheets of digits, 100 to the sheet, 
9/16" high. 50¢ per book. 


At your stationers 
EUREKA 
SPECIALTY we 
PRINTING CO. 
Sales Dept. 
Stationery Div. 
11 West 42nd St. 
New York 18, N.Y. 


YAnny Book-PA SUMMED ia gti® 
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NATIONAL'S 


Cedar- 


KING 


A REAL Quality 5¢ PENCIL 


MADE IN 
FIVE DEGREES 


<a Cedar King" @ ERRP TAR” 223 Nee a — 
NATIONAL'S ¢ f oo 
[ ti f Tip Brown 

Y LVUL « « « @ THIN LEAD wane 


Colored . 


Pencil 


A 


_ NATIONALS "SSuSse=~ex”™” Skvtint GH usa 500 Red rin 


FUSE-TEX PROCESSED LEADS * BEAUTIFULLY PACKAGED 
NATIONAL PENCIL CO. 
: ° ar nag 9 ; SHELBYVILLE, TENN. 
* sitll ceitie saes NEW YORK 220 FIFTH AVENUE 


é fficiency is of paramount importance in expediting 
the flow of business. Triumph Self-Inking Band Daters 
are designed for utmost efficiency . . . the printing sur- 


face is inked automatically in the one motion used for 


stamping. Waste effort is cut down .. . marking 

Self-Inking Band 
Daters 

Daters give you MORE for your money! A snap of the wrist does 

the complete marking job. 

Unexcelled quality and stur- 


diness are built into this 
~ efficient time-saver. 


and. 2iRU i BIER OTANI.” 
AN URA GA RIER’ : 


processes are speeded. Triumph Self-Inking Band 


The war isn’t over until our 
last Mother’s Son is safe from 
harm. 


BUY VICTORY BONDS 
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Soft gray ink eraser 
erase single letters; 


UTER PLIES 
Red rubber for erasing 
on originals and carbon 
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WELDON ROBERTS RUBBER COMPANY 
. k 7, N J 
Newar ew Jersey — 


t's back! 


Ve 
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Mm. 
FULTON 


We Appreciate 
Your Patronage aud 

Patience during 
Chis Crying Year 


Fbon BS AS 


200 Fifth Avenue, New York 10, N. Y. 
Factory at Elizabeth 1, New Jersey 


Gri pre 

GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 


off. Needed on every desk and drawing, 
board. 


lee _ 


Companion products needed in every 
office. ROLTONIC cleans and gently 
nops the rubber platens of all business 
ae machines. New gripping surface 
; carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are Noninflermakic Noe 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. . skin and clothing. 


WRITE FOR 


ypric 
pte cyEANE 


SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST,» HAVERHILL, MASS 


Management in Peace 
(From page 37) 


In the Federal Government we have over 200 
agencies and over 100 Government corporations, 
individual enterprises, if you please. While the 
program objectives of each agency are unique, 
every establishment has relatively identical office 
management or administrative service problems 
as we call them. These common staff operations 
include activities related to budgeting, account- 
ing personnel, procurement, and such service 
activities as mail and messenger, stenographic 
pools, central files, reproduction and photographic 
units, statistical or machine units, maintenance, 
and information or receptionist units. The Bureau 
of the Budget and the Congress can most ade- 
quately determine the staff requirements for these 
operations on the basis of workloads, and by 
means of valid production standards criteria proj- 
ect the personnel needs. As a practical matter 
we have progressed rather far in individual 
agencies, but in refining standards for uniform 
application in all agencies we still have a long 
way to go. 

Mammoth laboratory 


The two million private businesses in this coun- 
try provide a mammoth laboratory for the gath- 
ering of office production data which could con- 
ceivably be used to establish production standards 
for every variety of office operation. Certain 
trade and professional associations have pooled 
their resources to develop such standards for 
general member application. There should be 
far more collaborative effort, however, and a 
progressive exchange of production experience. 
It is my conviction, also, that too little attention 
and research have been devoted to classifying 
office activities into meaningful units for pur- 
poses of work measurement and the development 
of production standards. However, the progress 
made during the war should certainly be retained 
during reconversion and expanded during the 
peace. 

Work standards provide the only means for scientifically 
relating employee exertion to true production. How many 
of us have observed the type of employee who is always in 
“overdrive” but actually travels very few miles per hour? 
These cases very frequently are not revealed until work 
measurement and work standards are introduced—they are 
a scientific denominator in the human work equation. Of 
course, qualitative standards must be established before 
quantitative standards can be validated. Why are not 
standards of quality and quantity as universally applied in 
office activities as in the factory? As in the plant, poor pro- 
duction is indicative of such management deficiencies as 
faulty work layout, or inferior machines, so in the office low 
production alerts the manager to questionable methods, pro- 
cedures, or equipment. I think this is somewhat of a blind- 
spot in our present-day scientific office management. 

Before leaving personnel matters, there is one phase of 
employee training which was neglected in the prewar period, 
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WORK SPOILS PROFITS 


One of the little things that can ruin typing production is smudgy, 
hard-to-handle carbon paper. Efficient stenographers and typists 
once they have used Nev-R-Kurl Carbon Paper unhesitatingly 
recommend it because it doesn’t smudge, tree or wrinkle and 
spoil their work. These boosters are responsible for a steady flow 
of profitable repeat orders which come from leading business 
offices throughout the country. 


NEV-R-KURL Carbon Paper 


Will not curl, tree, wrinkle or Universal adaptation—same sheet 
smudge. works on standard or noiseless type- 
Gives 35 to 50% more copies per writers, billing or bookkeeping ma- 
sheet by actual tests, chines. 


Clear Print Wood Stamp 
Pads last twice as long as 
the ordinary pad. Wood 
base never warps or sags, 
never becomes mussy or 
clogged with lint. Easy : — 
to re-ink, practically in- ‘ es ar. S - 
destructible. Made in 4 Yee UW 
sizes with choice of inks in —— ° ° oe 

5 colors. Phill S 


Rocess Co. aa ee 


Samples sent when requested 
on business letterhead. 


L.A. PHILLIPS 


192 MItlh STREET 


President 


ROCHWESTER, Mm = 


I 
hey cé ER BANDS 


€ 


QUALITY FOREMOST ALWAYS 
—Backed by staff of 18 years of 
experience in the making of rubber 


bands. 


; , —@ nce Write on Company sta- 
h o tionery for liberal samples 


PENCER RUBBER PRODUCTS COMPANY 
<Vlarugfelitrers D Kubboe Bandd 


MANCHESTER, CONN. 
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NEW! 


You'll find all you are looking for 
in Comfort — Durability — with to- 
day’s smart Style in Sturgis improve- 
ments! 

: STURGIS POSTURE CHAIRS AGAIN 
Sturgis Model 1200 AVAILABLE—SEE THEM AT YOUR 

Executive Posture Chair DEALER'S 

Seats of deep rubberized curled hair, backs of soft curled 
hair padding. Seats and backs covered with simulated 
leather, in a choice of contrasting colors. Strong steel 
construction. Beautiful permanent baked-on enamel finish 
in 5 colors. 


MAKE SURE! SEE YOUR DEALER 

FOR STURGIS CHAIRS TODAY. 

on, - «+. this name is growing 

THE STURGIS POSTURE CHAIR CO. 
413 MAGNOLIA AVENUE STURGIS, MICHIGAN 


FINGER-TIP FACT CONTROL 


Instant access to needed data instead of a frenzied attempt 
to “dig out” rush information becomes easily possible with 
Cook's Steel File Signals. Attached to card and ledger 
records of Stock, Production, Purchasing, etc., they group 
important facts under readily usable headings. Accurate 
reports can then be made out quickly by minor 
clerks—expediting a department's work and 
saving the valuable time of key men. 
Card of samples on request. 


COOK’S 
STAINLESS STEEL 
FILE SIGNALS 


impossible of application during the war period with its 
extreme personnel turnover, but is vitally important in 
coordinating the efforts of every employee to achieve post- 
war business operations. I refer to the need for broad 
employee orientation in every area of the company’s activity. 
Business, to be most successful, requires job extroverts rather 
than introverts. As the file clerk, order clerk, billing clerk, 
sales analyst, and all other office personnel perform indi- 
vidual tasks, there should be a live realization that an 
important contribution is being made to the transaction 
cycle of production—sales—profits. There should be the 
same sense of satisfaction in completing an invoice as in 
seeing a part or complete assembly roll off the production 
line. The reconversion plans should incorporate expansion 
of orientation and training. 

I have dwelt at some length on personnel matters but 
when we consider that in office management upwards of 
80% of our costs are for personnel, the factors affecting its 
efficiency, economy and utilization obviously warrant our 
paramount attention. 

Space and facilities may also pose certain reconversion 
problems. Expansion or contraction of production or release 
of government-owned plants will call for comprehensive 
planning and action. The scarcity of essential facilities dur- 
ing the war period will occasion a cautious projection of 
plans for facility specifications, requirements, and replace- 
ment or initial procurement. Under this category I am 
thinking not only of physical space but also communications 
facilities, lighting, heating, ventilation, acoustics, and related 
maintenance requirements which may have been deferred. 


Ingenious utilization 


Another contribution on the credit side of the war period 
is the ingenious progress made in the utilization of office 
appliances and equipment. You will note that I said 
“utilization” and by that I mean to differentiate clearly 
between new applications for existing types of equipment 
and the development of new types of equipment. You have 
heard the observation, I am sure, that we have progressed 
twenty years in the field of machine utilization in the last 
five years. Government’s experience would support this 
statement. 

There are several examples of the case in point. When 
the Quartermaster Corps of the War Department was faced 
with the problem of determining daily levels of supplies and 
equipment at all depots, time was just not available for 
mailed or teletyped inventory reports which would require 
manual or machine summarization in Washington. Accord- 
ingly, punch card equipment and teletype machines were 
synchronized so that tabulating cards at the depots would 
record the latest inventory data on a teletype tape in Wash- 
ington which in turn automatically reproduced a set of 
punched cards for automatic summarization of the service 
wide inventories, a big step in the prosecution of the war. 

The War Department’s Office of Dependency Benefits 
would undoubtedly have required a much larger staff, much 
more premium space, and untold units of mechanical equip- 
ment had it not been for a clever combination punched card, 
Elliott stencil procedure. Machine collation of the “stencil” 
card with the “amount” card allowed a very rapid com- 
plete alphabetic and numeric preparation of the dependency 
checks. 

The astounding advances in the use of micro-photography 
are general knowledge, V-Mail being the most commonly 
known. When one considers that in Government alone over 
12 million cubic feet of records have been created during 
the war period, it is obvious that without energetic disposal 
programs there would not have been room for both workers 
and records. Considerable space saving has been accom- 
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Mandy Helper's ¢-Question Quiz 


G Dennioor 


SHIPPING TAGS 


1, The best shipping tags are made from 3, The term “PATCH” on a Dennison Tag 


A—Thin sheets of oakum fibre oo - : : 
B—Specially selected rope stock —— eras Chelewith Gad 
C—Balsa pulp, cured in vinegar B—Quick repair for travel worn tag 
D—Lignum vitae, plus cochineal C—Address area 

D—Supplementary gummed label marked 
2, Pullout strength is the number of pounds “RUSH” or “FRAGILE” 


required to 
A—Extract one tag from a tarton 


4, Quality of shipping tags is determined by 


B-—Overcome force of gravityin a nosedive | A—Barometric pressure in the paper mill 


C—Pull tag off its string or wire 


string 


B—Theageofthetreesfrom which pulpis made 


D—Nature of tag stocks and their thicknesses 


Turn the page upside down and figure And in that case you already know 


your score. Three right answers put 


y 
f 
| 
/ D—Detach tag from package by breaking C—R. P. M. of pulp beaters 


that “Dennison” on a Shipping Tag 


you definitely as a Dennison dealer. tomers and for you. 


\ you in the expert class. Four place means real satisfaction for your cus- 


S sssSSSSS 
SSF Demmson a 


FRAMINGHAM, MASS, 


‘THE SHIPPING TAG IS JUST ONE 


ITEM IN THE DENNISON LINE OF ESSENTIAL 


STATIONERY SUPPLIES FOR COMMERCIAL AND SOCIAL USE 


WOW CHECK 
YOUR ANSWERS 
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PY WRONG 


THE TILTING 
2 LEVER 
BALL BEARING 
LINE-BY-LINE 
FRONT VISION 
NOTE BOOK & 
COPY-wORK 
HOLDER 


“6 Model Sizes 
12” to 36” Wide - 


. +» TIME 


7 


For Re- Conversion 


Converting short-hand 
notes and copy-work into 
a neat and perfect type- 
written job is much easier 
and faster the simple and 
accurate Copy- RIGHT 
way. Liberal allowance 


on present wornout line- 


wv “a by-line copyholders. Mod- 


PERFECTION! ernize with Copy-RIGHT! 


Ss « | copy RIGHT Mfg. Corp. 


0D Send illustroted literature, please. 
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53 Park Place, New York 7, N. Y. 
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Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


W. C. LEUTE 
COMMERCIAL LEATHER GOODS 
54 DEY STREET NEW YORK 7, WN. Y. 


Canvas & Leather All Leather Mail- 


Mailbag $215 bag $214 

Price Price 
er $10.00 13x10........ $15.00 
Baee —8Se02........ 17.50 
ee BO00 i7ni4........ 20.00 
ee meee =6S0nIS......... 22.50 
en T7S@ 24n16..:..... 26.00 
re 1950 26n18........ 29.50 


arr price $19.50 
UP 7k suackdapmrens anatase “ 2150 
reer “ 23.00 
 cpictaanaeeaes “ 25.00 
E wrvidswaddcionss - ee 
RAS “ 29.50 $224 
DP) edt cvesndduace “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 


CARBON PAPERS 


and 
TYPEWRITER RIBBONS 


efficiency 


WRITE Carbon Papers give you more and cleaner 
copies from each original. That saves extra typing. 


WRITE Typewriter Ribbons turn out sharp, clear, 
legible originals. And that saves re-typing. 


WRITE products are guaranteed—for quality, uni- 


formity, long wear. Let WRITE save you, time 
and money. ; 


Ask your dealer, or write us today 
for FREE samples and attractive 
prices. 


Immediate deliveries 


420 Lexington Avenue 


WRITE New York 17, N. Y- 


RATED 
NCORPO FACTORY: Bridgeport, Conn. 
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plished through micro-photography. I understand that serv- 
ice agencies have been established at numerous points 
throughout the country so that small or medium sized busi- 
nesses may avail themselves of the advantages of micro- 
filming without heavy machine investment. 

Another wartime use of microfilm is Navy’s recording of 
the complete construction plans of a ship on a single short 
roll of film, the equivalent of two carloads of original records. 
By carrying this film on board, repairs and maintenance can 
be expedited at any remote station without reference to 
Washington for blueprints or stocking all prints at every 
station. 

These are but typical of the extended utilization of all 
types of existing equipment. It is up to the office executive 
to identify, explore, and take advantage of advances in the 
field of machine utilization. The reconversion period is the 
appropriate time for this action. 


For the future 


As to new and improved equipment which we may expect 
in the foreseeable future, little specific information has been 
forthcoming from manufacturers. We have all heard hints, 
I am sure. Some of the more rampant rumors of early 
developments include: (1) a coordination of communica- 
tions and reproduction equipment to accomplish automatic 
facsimile transmission; (2) the increased flexibility of tele- 
type by wireless hook-up with the radio typewriters; (3) 
improvement of stencil mats for runs of 20 to 50 thousand; 
(4) improved automatic justifying devices for most type- 
writers, including the Varityper; (5) photographic repro- 
duction processes without chemicals or dark room; and (6) 
combination collating, addressing, and sealing machines for 
mailroom operations. 

No doubt you saw the article by Dr. Vannevar Bush in 
the July issue of the Atlantic Monthly which was more 
recently condensed and pictorialized in Life magazine fore- 
casting: (1) machines capable of human thought which on 
the basis of given premises would automatically produce 
logical conclusions; (2) the cyclops camera for making visual 
records; (3) greatly reduced ratios for microfilm whereby 
a whole library could be filed in a desk; (4) the vocodar, a 
machine which will type when talked to; and (5) the memex 
which, like the brain, would file material or data by the 
process of association. These are not visions of a Buck 
Rogers hyper-enthusiast—they are the forecasts of a great 
scientist of atomic bomb fame as to the requirements of man 
to record and more particularly gain access to the “stagger- 
ing body of knowledge that man has built up.” 

Putting this sort of projection into proper 1945 perspective, 
it does behoove us to keep diligently aware of new develop- 
ments in office appliances and to continuously, critically 
appraise the effectiveness of devices presently in use in com- 
parison with the potential efficiency and economy of other 
makes, more recent models, and new developments. 

Most of the observations made with respect to office ap- 
pliances apply as readily to office furniture and equipment. 
Of particular significance in this area, however, is the 
determination as to continued utilization, disposal, and re- 
placement of “victory” models procured during the war. 
Much “victory” equipment has seriously impeded efficiency 
and in certain instances has been hazardous to employees. 
Some rather serious injuries have resulted from attempts to 
use transfer cases as operating files. This is not an indict- 
ment of transfer cases but of their emergency misuse. In 
reverse, I know of Government agencies which plan to use 
certain “victory” wooden file cases for transfer purposes as 
soon as efficient standard files are again available. Such 
secondary utilization is worthy of consideration in reconver- 
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Check your maps! 


To see Rand McNally state pocket maps is to choose them 
—-steadily, the year ’round. They’re convenient, colorful, 
easy to read. One for every state. Large-scale, highly 
detailed, thoroughly up-to-date, fully indexed. Stock your 
own and neighboring states. Each, 50¢. 


Check your maps today! 


Also available—the famous United States Indexed Pocket 
Map, 75¢. 


RAND McNALLY & COMPANY 


536 S. Clark St., Chicago 5 
111 8th Ave., New York 11 © 619 Mission St., San Fran. 5 


Dr wish to thank pou 
for the business 
you habe given us... 
and to wish pou 
a happy and prosperous 
New Vear..... 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - Paerencrens OTHER DEVICES 
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L. HYMAN & SONS 
PAPER MERCHANTS | 
102 Prince St., New York 12, N. Y. 


COAT AND HAT RACKS 


Beautiful new designs—modern in line 
and finish. A complete line of space- 
saving, sanitary wardrobe and locker 
racks that keep wraps dry, aired and 
in press. 


The S6 [illustrated left) accommo- 
date 6 persons. Provide each with 
spaced wooden coat hanger, ventil- 
ated hat space, overshoe shelf and 
umbrella rack. 


3 act # z! a - ry =a oh 
VOGEL-PETERSON CO. 
“The Coat Rack People” 
624 So. Michigan Ave. Chicago 5, U. S. A. 


Write for 
Balletin 


No. G-4 
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~ UNIVERSALLY 
USED 


Fawn Brand Stencils are » highly acclaimed by particular users 
everywhere. They guarantee clearer copies and longer 
runs. Write for sample and price list. 


80-05 Northern Blvd. Jackson Heights, L. I., N. Y. 
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sion for all types of furniture and equipment which are 
misfits in the efficient office. 

Very pertinent to efficiency is the attention to be devoted 
to the adoption of functionalized furniture and equipment. 
Again, under war urgency, marked advances have been 
made in increasing personnel production through redesign- 
ing furniture and equipment to meet the specific space and 
motion needs of the individual job—the height of chairs, 
desks, or work tables, provision for and scientific arrange- 
ment of auxiliary tools and devices, design improvements in 
all types of equipment to conform to job simo-motion re- 
quirements, etc. A. H. Stricker, management engineer, pres- 
ently in Washington, has made great contributions in this 
direction. Again production management had led the field 
in the application of time and motion techniques and func- 
tional adaptation of equipment. However, the postwar period 
will see increased impetus in the development and utiliza- 
tion of functionalized furniture and equipment in office 
operations. 

Now let us consider another essential and yet costly 
element of office operation—office supplies. During the war 
period we have relaxed specifications, accepted substitutes, 
initiated new forms without our usual degree of clearance 
and perhaps overstocked certain items in the fear that our 
next order might not be available, and so on. With peace 
we must be prepared to again get our supply house in order. 
Specifications should be completely reviewed, stock levels 
should be ascertained, and staggered, economic volume pur- 
chase schedules again instituted. 

In this connection one of the most fruitful ventures in our 
Federal office administration has been the installation of 
effective agency form control programs. This control in- 
volves a critical survey of all forms as to size, typography, 
color, grade and weight of paper, carbon arrangement, etc. 
Special attention is given to eliminating duplication, method 


‘ of preparation, and to possible combination of forms for 


multiple use. The simplification and standardization of forms 
have substantially reduced clerical effort required in the 
form use. 

I am sure office managers need no tip from Washington 
as to the large number of administrative forms and reports 
which can be eliminated or simplified as a result of relaxa- 
tion of Government controls. There is reconversion “gold in 
them hills” awaiting only a-screening of all reports and form 
requirements. 


For research 


Having identified some of the major problems or manage- 
ment considerations that confront us during reconversion, 
who is to be responsible for carrying out the necessary re- 
search required for making the many pertinent decisions? 
This question might well be classed with the major office 
management problems. I am convinced that in all but very 
small enterprises the scope and size of the many problems 
require the services of a staff especially trained in the 
various management fields. The task will strain the staff 
resources of most office managers. Too frequently the mana- 
ger is expected to direct all the ramified office operations 
and concurrently diagnose and prescribe treatment for any 
outbreak of deficiency or inefficiency in procedures, methods 
or any constituent element. Many commercial and indus- 
trial organizations have specialists devoting their full atten- 
tion to detail management problems. The Federal Govern- 
ment has made great strides in this direction and the trend 
is toward the establishment of management analyst units in 
all sizeable agencies. 

In the Management Improvement Branch of the Bureau 
of the Budget we have a staff of broad experience dealing 
in government-wide problems of administrative organization, 
procedural simplification, work simplification, and business 
methods. In our Business Methods Program we have spe- 
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SOLID BRONZE 


HONOR ROLLS 
AND 


WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze — now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
War Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
or obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 
36 East 22nd Street, New York 10, N.Y. 


he old busted frénd 


BRAND 


[ERASER and CLEANER 
THE ORIGINAL AND STANDARD 


+ 1.“ARTGUM” is a surface cleaner with a light touch. 
2. “ARTGUM” is friable—has no deteriorating content. 

* 3.“ARTGUM” contains no grit. 

4. “ARTGUM” doesn’t abrade the surface of Paper. 

5. “ARTGUM” doesn’t smudge. 

6. “ARTGUM” doesn’t dim ink lines or delicate im- 


printing. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


. December, 1945 


SECTIONAL CARD CABINETS 


Substantially constructed of properly seasoned lumber 
in the right thickness. 


Attractively finished in Oak or Green. 


Furnished in 3x5, 4x6, and 5x8 sizes in one or two- 
drawer widths. 


Prompt deliveries. Order today. 


Cfraffeo nraptacks vitalize 
maps and charts. Put sharp 
emphasis on points of prime 
importance. Graffco signals 
and maptacks never forget. 
Ask your office supply dealer. 


GEORGE B. GRAFF 
COMPANY 

54 Washburn Avenue 

Cambridge 40, Mass. 
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No More War-Weary Excuses for 
Snappy Rubber Bands! 


IMPROVED 
ARCO RUBBER BANDS 


are now available in all sizes 
and in any quantity. 


Packed in % Ib., and 1 Ib. attractive, convenient, self- 
locking boxes and 5 Ib. bags for bulk users. 


Write today for samples and 
lowest prices. 


ALLIANCE RUBBER (0. 


P. O Box 869T Alliance, O. 


BIG MAPS 
For Little Money 


These maps are 22 x 16 
inches in size, (except 
- S. map, which is 32" 
« 22", and World map 
which is 28" x 22") 
folded to convenient 
pocket size. Printed in 


Returning service men 

want maps of the areas in which they have served. These maps are ideal for 
such purposes, and sell fast at 35¢ each or 3 for $1.00. Write for Builetin MS 2, 
giving complete description and list of maps available. 


730 E. Washington St. 


The George F. Cram Company, Inc. 


Indianapolis 7, Ind. 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 
37 E. 12th St. 
New York 3 


BULLETIN AND DIREC 


CHAIRS 


MANY STYLES 


Folding Chairs 
Wood or Metal 


Prompt shipment from 
stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 
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cialists in business machines, property management, records 
administration (including micro-photography), forms design, 
duplicating activities, space and office facilities, and steno- 


graphic practices. In all these branches, with the Govern- 
ment as a whole as our laboratory, we are developing guides, 
manuals, and handbooks dealing in simplification, standard- 
ization, and utilization. We are encouraging agencies to 
establish similar facilities for conducting intensive studies 
of individual agency problems and adopting in their pro- 
gram operations the principles and standards developed 
under our cooperative management improvement program. 

It strikes me that associations such as the National Office 
Management Association, Life Office Management Associa- 
tion, and American Management Association, which have 
done a fine job of collecting and disseminating the results 
of research of their members, might establish research staffs 
of their own and embark on a broader program than any 
individual member would care or be able to establish. Why 
should it be necessary for every company to conduct its 
own tests of ink, carbon paper, typewriter ribbons, etc.? 
Why should we depend upon a clash of salesmen making 
identical procedural surveys, preempting many employees’ 
time, to produce a series of proposals for executives’ review 
and decision as to what particular machine should be used? 
This system has distinct merits for those concerns which 
do not conduct or have access to group management re- 
search. But would it not be far more productive and pro- 
gressive to establish valid criteria of utilization, develop 
precise specifications for the job to be done, and on the 
basis of research findings of machine effectiveness buy rather 
than be sold a particular machine? Some day some person, 
association, or company is going to conduct sufficiently com- 
prehensive research so that without fear of professional 
embarrassment it may be authoritatively stipulated that: 
Remington-Rand Model X or IBM Model Y is the most 
efficient for this procedure, Monroe is best for that, Key- 
Sort, National Cash Register, Burroughs or Underwood 
would perform most economically on this type of work, and 
so on. We hope ultimately to have such valid information 
in a central point in Washington for guiding Government 
office managers. 

One more thought before closing—I think that both in 
Government and private enterprise we should recognize the 
same need for a periodic management audit as for the 
periodic fiscal audit. Should we not submit to independent 
scrutiny the organization structure, administrative relation- 
ships, policies, and practices under which accountability 
transactions are initiated and consummated? This considera- 
tion may not be specifically related to reconversion, but 
what better way is there to assure a solid bench-mark for 
successful transition than through starting with a compre- 
hensive management unit? 


Office reconversion essentials 


1. Regain cost consciousness and include cost in the 
criteria governing all management decisions. 

2. Improve personnel administration with due emphasis on 
full employee orientation and training. 

3. Develop and harness office production standards through 
establishing measurement units and work counts. 

4. Critically appraise office space and facilities. 

5. Determine new applications developed for office ma- 
chines and appliances. 

6. Consider the merits of functionalizing furniture, equip- 
ment, and work layout. 

7. Avoid premature procurement of off-specification ma- 
terials, supplies, and equipment. 

8. Validate procedures, methods, and work flow through 
use of process charting, work distribution, and the who, 
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4 Once again we’re making steel 
. file cabinets. Because our 
: production volume is limited by 
e iin reconversion difficulties we 
’ are allocating ““Aady units of steel” 
, SIMPLIFY CALCULATION OF THE NEW RATES to Anderson-Hickey dealers. 
d BY USING THE NEW EDITION OF THE Your patience in this transition 
j DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART ‘ . ° 
s period is most appreciated. 
? No an advertising novelty—Not a ‘‘free'’’ chart. It is expertly 
designed to enable the average office employee to prepare your 
B deductions quickly and accurately. Eliminates costly errors and 
4 delays in your payroll department. Shows all the required figures 
. oa 5 quarentece to comply with all the provisions of the new ja Go. 
DERSON*FLICKEY 
n AUTOMATIC — COMPACT — EFFICIENT =— = 
¥ CG ENEVA 
- Published in four editions for Weekly, Bi-weekly, Semi-monthly ILLINOIS 
and Monthly Payrolls. 
P ’” 
> 
. $2.50 Each At Your Dealers * 4 d unils of stee 
y n 
: DELBRIDGE CALCULATING SYSTEMS, INC. 4 
l 2502-10 Sutton Ave. St. Louis 17, Mo. 
t 
PULL FASTENERS 
i eZ : 
é =F. 
Me BEAT THE &2 BAND 
1 
4 
t 
t 
. 
ANY PLACE A BAND |S NEEDED 
A PULL FASTENER’ CAN BE USED 
Clone, Crisp Copies by Beck 
> Pull Fasteners don’t slip, dry out, stretch or Beck supplies for stencil duplicators are well-known for their high 
standard of quality and exceptional value. Beck stencils assure 
break. Durable as the documents, papers, complete visability and easy proof reading. Beck Duplicator Corp. 
checks and similar items they neatly and features stencils, duplicator inks, correction fluid, lettering guides, 
i ink pads, stylii, and all types of ‘duplicator papers. 
‘ firmly tie together. Easy to use. Pull either Write today Ser our co complete, exciting g three color brochere pre- 
end to tighten. Prevents loss and separation. oe a 25 
Sizes, 6" to 54”. Sold in packages of 100. BECK DUPLICATOR CORP. 
18 West 18th Street New York 11, N. Y. 
THE _ Telephone: CHelsea 3-7374 an 
Yj | SPRL UIATOR CORR a, ov 
MFG co Fleece cond pour gow 5 eat Or brochure’ of office machines and 
. . supplies. Also "include your an on 
Name 
1 277 NO. GOODMAN ST., ROCHESTER 7; N. Y. Address — — 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA aad 
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GET SET 4 PLASTIC °46 


For EXCITING, NEW, ORIG- 
INAL additions to the ALMAC 
PLASTIC LINE! Wonderful 
outstanding items in Genuine 
leather Combinations—with the 
usual, “unusual” sparkling Lu- 
cite-Plexiglas creations and rich 
Catalin Plastics. A line more 
brilliant than ever—to send your 
sales soaring throughout °46! 


$510 Writing Set. Streamlined 
Genuine CATALIN Base in rich 
mottled Walnut. Complete with 
Fountain Pen. Retail $2.98. 
ONE of 15 Writing Sets. 


Write for 8 page Catalog. 


ALMAC PLASTICS, Inc. 


Room 504, 230 Fifth Avenue 
New York 1, New York 


COMPLETE 


* DEALER LINE x 
FILING SUPPLIES 


Filing 
Systems * Folders 
e 
- Printed and Ruled 
Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


Merry 
Christmas 


SKY-RITE 


The Very Finest in LIGHTWEIGHT STATIONERY. 


COPYRIGHT 1945 — Agency Paper Co. 
74 Varick St., New York 13, New York 
New York * Chicago * Los Angeles 


2 ir | BIC 


: — me BONDS' 
RITE-RITE MFG. CO. 


* DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


| 


OFFICE MANAGEMENT AND EQUIPMENT 


what, when, where, how, and why techniques. 

9. Review supply stock levels, specifications, and procure- 
ment schedules. 

10. Critically review all existing forms and reports and 
install form control devices. 

11. Be assured of an adequately trained staff to assist in 
solving management problems not only during reconversion 
but continuously. 

12. Conduct or collaborate in sufficient management re- 
search to keep abreast of all developments in the art. 

13. Work toward a more effective pooling of experience 
data on office management so that each of us, individually, 
not only can profit from each other’s success but also avoid 
repeating each other’s mistakes. 

14. Consider carefully the need for an immediate manage- 
ment audit and subsequent periodic audits. 


C. B. Singleton Retires from Shell Oil 

The retirement of C. B. Singleton, national sales man- 
ager of the Shell Oil Co., was announced recently by P. E. 
Lakin, vice-president in charge of marketing, New York, 
climaxing a career of thirty-two years with the Shell organ- 
ization, much of it in the purchasing department. 


A. A. MackKrille C. B. Singleton 


He will be succeded by A. A. MacKrille, recently a com- 
mander in the navy and assistant manager of Shell’s na- 
tional sales department before he entered the navy in 1942. 

During the early Oklahoma oil booms, Mr. Singleton went 
to work in Tulsa for the Roxana Petroleum Corp., which 
later became Shell Oil Co., Inc. Almost from the first, he 
handled purchases of materials and supplies and soon be- 
came manager of the company’s purchasing department, a 
position which he held until 1941, when he was made man- 
ager of national sales with headquarters in New York. In 
the fields of both purchasing and sales, Mr. Singleton was 
unique for his host of warm friends throughout American 
industry. In 1941 he went to Washington to establish for 
his company an office to work with government agencies on 
production and other war matters. 

Mr. MacKrille served in Washington as commander in the 
navy’s Bureau of Supplies & Accounts, Purchasing Division, 
all during the war. Previously he had been assistant man- 
ager of Shell’s national sales department. 


New York Internal Auditors 
Discuss Defalcations 

The New York chapter of the Institute of Internal 
Auditors held a dinner meeting December 4th at the Hotel 
Sheraton, New York. 

Following the dinner and business meeting there was a 
discussion on “Defalcations” led by J. McCall Hughes, of 
Mutual Life Insurance Co. Other participants in the dis- 
cussion were Cornelius C. Maher, American Surety Co., and 
Herman W. Bevis, Price, Waterhouse & Co. 

Howard Thiel, Metropolitan Life Insurance Co., the chap- 
ter’s president, presided. 


December, 1945 
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Extra sharp points for easier marking — 
> 

nd MOORE 
- Metlhed Maptacks ALL 

They're easy to use—and the heads stay on— DEGREES 
it wae ester es oe — repeat sales OF 
ce : perth ret colors — plain, poncneeley pc HARDNESS 
ly, or with special markings. 
id 
p= MOORE PUSH-PIN COMPANY «© Siace /900 


113-25 Berkley Street, Philadelphia 44, Penna. 


4 Available for immediate delivery! | MORILLA Drawing 
k, and 
. KARDEX—ACME—Y & E—GLOBE aa Drafting 
WERNICKE—POST INDEX—RAND seamenanes 
and other visible systems. . Materials 
Addressographs, Multigraphs, Mimeographs, Dictating “DURA-SEAL™ ° 
machines, Steel Files, Lockers, and Shelving. A. & noe ond 
All completely rebuilt and guaranteed by e ® 
“The House That Confidence Built” Prec nnol ae Agen 
Universal Office Equipment Co., Inc. aces Etc. 


7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Sold by all good dealers. 
THE MORILLA COMPANY, INC. 
328-332 EAST 23rd ST. 


NEW YORK 10, N. Y. 


MA 


122 Spring Street 


SCRAP BOOKS 


@ Fabrekoid Covers in black ° 
only 


@ Screw Post Metal Binders 
@ Six different sizes 


JESTIC LOOSE LEAF INC. 


New York 12, N. Y. 


#00....10/2%8 #83....15/%_ x 12% 
#l....11'2 2% | $04....16 x 13% MIMEOGRAPHS ADDRESSING MACHINES TYING MACHINES 
#02....13%2 x II #85....23 x 18% LIQUID DUPLICATORS SEALING MACHINES LINE-A-TIMES 
MULTIGRAPHS FOLDING MACHINES STAMPING MACHINES 
Prices on Request MULTILITHS LETTER OPENERS KARDEX 


® DESK SIGNS 


® NAMEPLATES booklet. 
© DIRECTORIES 
® SIGNS W. R. KLINE CO., 


SOLID BRO NZE taster 


Record forever the names of the employees in your 
organization who served their country by means of 
an everlasting bronze tablet. Here at ‘Bronze 
Tablet Headquarters" our craftsman skillfully design 
distinctive honor rolls & memorials from imperishab e 
bronze. Write NOW for complete “order by mail" 
details and illustrated literature to dept. OM. 


‘UNITED STATES BRONZE SIGN C0. 7 


“BRONZE TABLET HEADQUARTERS” 


570 BROADWAY, NEW YORK 12. N. Y. 


December, 1945 


SAVE 50% and more! 


Reconversion to peace-time selling means your customers 
need Addressing and Mailing Room equipment to carry 
on expanded direct mail advertising. We have this 
equipment for you at prices that give you a good 
margin of profit. 


and all supplies, accessories, parts 


MAILERS SERVICE & EQUIPMENT CO. 
40 W. 15th STREET (Mailers Bldg.) NEW YORK 11 


“K- LINE” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 


various types of STORAGE BINDERS. 


LENGTHS: 1, 11/2, 2, 2/2, 3 & 42" 
Expansion Up to 71/2 Inches 


l Write today for samples and descriptive 


440-73rd Street, 
Brooklyn 9, N. Y. 
ar Trade Discount. 


mm 
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GENERAL PENCIL COMPANY « JERSEY CITY 6, N. J. 
86 


Best tshes a 


this peacetime a to the 


many a J 
GENERALS 


Lully 
CARBO-WELD PENCILS 
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HEVER Zucdi STENCILS and INKS 


A COMBINATION THAT CANT BE BEAT 


Individually they improve the work of any stencil 
duplicator. But when used in combination with 
each other, they produce the finest possible re- 
sults—plus that added touch of perfection which 
only 42 years of experience could accomplish. 


The Most Complete Line of Duplicating Equipment 


Heyer 4s lity 


ALWAYS SATISFIES 
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As you sit down wan and weary, 
With the outlook far from cheery . . . 

Your book loaded with dictation notes and such . .. 
It is mighty comfy knowing 

That the rest is easy going... 


It’s a “smooth-as-velvet” feeling, 
And your neat work is appealing 
To the Boss, you want to please so very much. 


On your Underwood, For his picture’s in each letter, 


with Keys you love to touch! And you'll make that picture better eee 


On your Underwood, 
You'll find ev’ry key you're striking 


with Keys you love to touch! 
Has a touch that’s to your liking, 
In these days when working comfort means so much. 
Without pounding, fuss or worry, 
You can type things in a hurry... 
On your Underwood, 


Dear Boss: 
i buy her an 

It will pay you to buy Me 

Underwood. Not only : yn i 
[ iob, but she 

happier on the job, . 

on out letters that are alu -_ “i 

and accurate... letters that “% : 

credit to your firm, and — i 

impression wherever they @ 


Underwood Corporation 
One Park Ave-, New York 16, N.1- 


with Keys you love to touch! 


-+ TYPEWRITER LEADER OF THE WORLD! 


Cepyright 1945, Underwood Corporation 
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